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About This Training Guide

TRAINING GUIDE DESCRIPTION

This training guide is an introduction to the Asset Management process, which the State of Arizona will
conduct in the Fixed Assets module within AFIS. AFIS provides for the management and control of both
Capital fixed asset and Non-capital (Memo) fixed asset records.

A Fixed Asset is equipment or property that is not consumed, and has a useful life of more than one
year. Examples of Fixed Assets include: land, buildings, equipment, bridges, laptops, vehicles, and other
such long-standing improvements.

An asset is classified as a Capital fixed asset, for accounting purposes, if it is designated as one of the
following:

= The asset is intended for internal use (not for resale).
= The asset has a useful life extending beyond the current fiscal year.
= The asset typically has a monetary value in excess of a specified threshold.

A Memo fixed asset can be recorded for any stewardship items that need to be tracked but do not
otherwise fit the criteria to be considered a Capital fixed Asset. AFIS provides for the management and
control of Capital fixed asset and Memo fixed asset records. This training guide focuses on how to
perform asset management processes for Capital fixed assets within AFIS, but content is also provided
to guide users on using AFIS to manage stewardship items.

The processes described in this training guide are the minimum standards according to state policy.
Individual Departments may have additional requirements. Please contact your Department
management for clarification regarding your Department’s policies and procedures.

TRAINING GUIDE OBJECTIVES
In this training guide, you will:

= Review the basic Navigation of AFIS using Tables, Documents and Queries

= Review the Fixed Asset Lifecycle and Fixed Asset Event Types

Perform Fixed Asset document processing
= Research Fixed Assets using Reference and Query Tables

=  Perform Fixed Asset document maintenance
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Key terms and definitions used throughout this training guide are listed in Table 1.

Table 1: Terminology

Term

Description

Agency

A State agency is a ‘Department’ in AFIS. The Dept field in AFIS is
used to capture agency information.

Asset Management

Process the State of Arizona uses to manage assets.

Asset System

Number that defines a group of related capital assets. This Asset

Number System Number can then be selected from a pick list on Fixed Asset
documents and inquiries. The Asset System Number will be used to
identify Assets/Locations that are going to be interfaced to TRIRIGA.
It will also identify what type of record will be created in TRIRIGA.

Auto Apply Button located on the Header and Component sections of Fixed

Asset documents. When selected, this feature populates certain
fields, which are pulled in from the Fixed Asset Registry page using
the existing Fixed Asset number.

Balance Sheet Account
(BSA)

Used to define values for asset, asset offset, liability, and equity
accounts.

Base Asset

This field will be selected on the Acquisition (FA) or Acquisition —
Shell Generated ( FAS) documents automatically and cannot be
changed. All components added on the FA or FAS documents
through a process other than as a Betterment (FA02 event type), will
need to meet the capitalization threshold. Assets added on an FA or
FAS documents through the Betterment process (FA02 event type)
will not be classified as a base asset, and, therefore will not need to
meet the capitalization threshold.

Betterment

An addition or improvement to an existing asset. In AFIS,
Betterments are processed with an Event Type of FA02, using the
Acquisition (FA) or Acquisition — Shell Generated (FAS) document
codes.

Capitalization

Costs to acquire an asset that exceed the threshold for the Asset
Type as defined on Fixed Asset Capitalization Criteria (FACC) must be
capitalized using an Acquisition (FA) or Acquisition — Shell Generated
(FAS) document.

Chart of Accounts
(COA) elements

An account structure to classify financial information, which captures
the dimensional structure for documenting and reporting on budget
data.

Commodity Code

The identification code assigned to the commodity.

Commodity-based
Encumbrance

Several documents that can be used for various types of vendor
agreements (Purchase Order, POPZ1, integrated from ProcureAZ).
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Commodity Fixed Asset
Threshold (COMMFA)
Table

Maintains the threshold (minimum amount) for specific commodity
purchases to generate a pending Fixed Asset. Individual purchases
(defined at the Unit Price) under the threshold amount do not
generate a Fixed Asset record (FAS document) through the Shell
Generation process. Individual purchases equal to or greater than
the threshold amount will generate a pending Fixed Asset record
(FAS document) through the Shell Generation process. If an FAS
document is not generated through the Shell Generation process,
but a Fixed Asset needs to be recorded, it can be recorded manually
with the Acquisition (FA) document.

Component

A Fixed Asset consists of one or more Components that represent
separate valuations of the asset. Each component has its own
location, cost history, and specifications. Components may be added
as Betterments during the life of the asset.

Composite Asset

Assets with multiple inseparable components may be established as
a Composite Asset and depreciated as one single asset based on
Header level attributes.

Construction in
Progress (CIP)

Construction costs for an asset that is not yet in service, such as a
building or highway, may be captured in a C-Type Asset through the
Program Asset Generation process. When the asset is ready to go
into service, the Program Asset Generation process converts the
Asset Type to the appropriate Type

Contributed
Asset/Donated Asset

A contributed asset, also referred to as a donated asset, is an asset
that is not purchased but given to an entity. There is no payment
record in AFIS linked to a contributed or donated Asset.

Custodian (CUSD)
Table

The Custodian (CUSD) table is used to set up Custodians that can be
selected on Fixed Asset documents. It represents the individual who
has custody of the asset.

Debt Accounting (DA)
document

The Debt Accounting (DA) document performs all one-party debt
accounting that is not part of a specific functional area such as
Accounts Payable or Accounts Receivable.

Department

One element in the AFIS Chart of Accounts structure. This element is
associated with a State agency. In this document, unless otherwise
defined, Department and agency are interchangeable.

Depreciation

A reduction in the value of an asset with the passage of time, due in
particular to wear and tear. Depreciation is calculated using In
Service Date for most assets.

Disbursement

Liquidates the payable, and generates payment. The payment may
be in the form of a Warrant or Electronic Funds Transfer (EFT).

Document Phase

A point in time within the document processing lifecycle. Common
phases are Draft, Pending, and Final.

| Asset Management




AFIS

| Asset Management

Event Type (ETYP)

Identifies and records the type of financial activity for an Accounting
Line of a document. Every Accounting Line must have an event type
for all accounting based documents, and certain non-accounting
documents. Users can either enter the event type or have it
defaulted by the system. For Fixed Asset documents the Event

Type is selected on the Header and defaults to all Accounting

Lines.

Fixed Asset

Equipment or property that is not consumed, and has a useful life of
more than one year. Examples of Fixed Assets include: land,
buildings, equipment, bridges, laptops, vehicles, and other such long-
standing improvements.

Fixed Asset Acquisition
(FA) document

A document used to record all newly acquired, contributed (donated)
or memo assets. The FA document is also used to record information
about improvements (betterments) or additions to existing assets.

Fixed Asset Shell (FAS)
document

A cloned version of the FA document that is created by the Shell
Generation Process from an eligible payment from the Purchasing
System. The FAS is a pending Fixed Asset with the chart of accounts
from the payment; it must be finalized with additional information
about the asset in order to complete the acquisition.

Fixed Asset
Cancellation (FC)
document

Document used to cancel (undo) a wrongly entered asset in AFIS.

Fixed Asset Catalog
(FACLG)

A table that defines catalogs of commonly used Fixed Asset data.
Providing default values for Fixed Asset Type, Useful Life, Salvage
Value and Depreciation Method that can be overridden by the user if
needed when adding or modifying a Fixed Asset.

Fixed Asset Defines the minimum criteria for Fixed Asset types to be considered

Capitalization Criteria Capital or Memo types by Department. The table is used in the

(FACC) Table evaluation of the Fixed Asset Acquisition/Betterment (FA) document.
FACC looks at the Asset Type selected on the Component
Classification tab, the Quantity on the Component section and the
Line amount on the Accounting Line.

Fixed Asset Document used to record manual depreciation.

Depreciation (FE)

Document

Fixed Asset Disposition
(FD) Document

Document used to record the disposition of existing assets. Assets
may be disposed due to regular scheduled replacement, or the asset
may be worn, lost, stolen, or otherwise destroyed.

Fixed Asset Disposition
Method (FADM) Table

Contains acquisition and disposition codes, which are then used on
FA and FD documents.

Fixed Asset Group
(FAGRP) Table

Describes Fixed Assets at a more detailed level than asset Fixed Asset
Type.

Fixed Asset Group
Category (FAGCT)
Table

Used for reporting purposes only. Fixed Asset Group categories are
collections of related Fixed Asset group codes.

10
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Fixed Asset
Increase/Decrease (Fl)
Document

Document exists to allow changes to the actual cost (historical or
acquisition) of existing assets.

Fixed Asset Internal
Sale (FS) document

Document used to record the transfer between different fund types
(i.e. between a governmental and proprietary fund).

Fixed Asset Document used to process Fixed Asset modifications that do not
Modification (FM) have an accounting impact, such as location and useful life.
document

Fixed Asset On all Fixed Asset documents, a Fixed Asset Number is required. If
Number the transaction is a new asset acquisition event type, the number

may be automatically assigned by selecting the Auto Generate FA
Number flag and entering a Prefix.

Fixed Asset Payment
Request (FAPR)

Stores details of commodity based payment request, where the
commodity code used is classified as a fixed asset and is over the
threshold on the COMMFA table. This table also provides the details
about any Fixed Asset shells generated for a specific commodity
based payment request

Fixed Asset Repair and
Maintenance (FARM )
Table

Stores details of repairs and maintenance carried out for a Fixed
Asset at the Component Level.

Fixed Asset Repair and
Maintenance (FRM )
document

Records the Repair and Maintenance information for an FA at the
component level and it is used to record modifications as well as
additions to Warranty information.

Fixed Asset Selling
Price Change (FP)
document

Document used to correct the selling price and adjust the associated
gain or loss.

Fixed Asset History
(FAHIST)

Stores a history of the documents that were processed for a given
Fixed Asset.

Fixed Asset Registry

FARHDR contains the Fixed Asset Number and description, summary

Header(FARHDR) asset cost, and Responsibility COA elements
Fixed Asset Registry FARCOMP contains detail information about an asset’s component
Component(FARCOMP) | lines.

Fixed Asset Registry
Accounting (FARACTG)

FARACTG contains detail information about an asset’s accounting
lines.

Fixed Asset Transfer
(FT) document

Document used to record the transfer of responsibility or location
information for an asset or component within the same fund and sub
fund.

Fixed Asset Type
(FATP)

Establishes specific balance sheet accounts and options to be
associated with each asset type. The FATP table is where asset types
are defined as being depreciable or not.

Fixed Asset Type
Change (FX) document

Modifies the asset type from Construction-in-Progress to another
Asset Type, when the asset is placed in service.

Fixed Asset Warranty
Type (FAWTYP) Table

Stores the various types of Fixed Asset Warranty that can be used on
FA and FRM documents.

| Asset Management

11



AFIS

| Asset Management

Fund Accounting

The Chart of Accounts view that measures funds and general ledger
accounts. Fund accounting comprises elements such as fund,
Department, appropriation unit, revenue source, object of
expenditure, and balance sheet account.

General Capital Asset
(GCA) Fund

The GCA Fund (Fund 1300) is overlaid on the posting line of fixed
asset documents that are recorded in a fund that is a governmental
fund type.

Inferred Values

Values that are automatically populated based on previous entries in
the system.

Journal

A historical record of processed accounting data that is stored by
documents in order of processing.

Location (LOC) Table

Allows a user to define location codes and associated address
information related to the location.

Mass Depreciation
(ME)

Document generated through a batch process to record mass
depreciation for assets within the batch parameters.

Memo Asset

An asset that does not meet capitalization threshold requirements
but must be tracked in AFIS (i.e. non-capital asset).

Non-Accounting

A document that does not post entries to the Accounting Journal and

Document does not update budget balance buckets or other data elements.
These memo postings are treated as informational only with no
accounting effect. The FM document is an example of a non-
accounting document.

Payment The exchange of funds for goods received and/or services rendered.

In AFIS, the payment process establishes a payable in the system
and, if specified, liquidates the encumbrance. The Payment
document applicable to Fixed Assets is the Payment Request-
Commodity (PRCPZ1).

Posting Code (PSCD)

A code called from an Event Type. Contains instructions about how
to update various inquiry and controls tables. Each posting code also
indicates which journals are updated. The Event Type appears on the
Accounting Line; however, the posting code appears on the posting
line.

Program Asset
Generation

The batch job used to convert Construction in Process assets to other
Fixed Asset types while also increasing the amount of the asset. FI,
FC and FX documents are automatically generated from this batch
job.

Reorganization

A group of assets is updated and/or transferred to a new location
and/or responsibility center set up on the Fixed Asset Reorganization
(FARO) table using this automatic batch job, which generates Fixed
Asset Modification (FM) and/or Fixed Asset Transfer (FT) documents.

Responsibility Center

The responsible Fund is responsible for the asset’s usage and
maintenance. This may be the acquiring fund or another fund
altogether. The depreciation structure selected on the component
line and the responsibility posting flag on the accounting line
identifies whether the asset is recorded in an accounting sense at the
responsibility center fund, or the fund on the funding line.

12
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Revaluation The valuation amount assigned to individual assets is changed using
this automatic batch job, which generates Fixed Asset Modification
(FM) documents.

Shell An FAS document is created by the Shell Generation process. A Shell
is not a complete document though and requires that a user edit the
FAS document to add information prior to submitting the FAS to a
Final phase.

Shell Generation A batch job that is run by an authorized user and creates an FA Shell

Process from entries on the Fixed Asset Payment Request (FAPR) table.

Sub Location (SLOC) Allows a user to define sub-location categories for locations in the

Table system.

Unpend Asset Shell Allows a user to remove Fixed Asset Shells (FAS) that will not be used
and reverse the pending asset posting from the Shell Generation
Process.

Warrant A written order that instructs a person to pay a specified recipient a
specific amount of money or goods at a specific time.

Workflow An online approval process for documents.

LIST OF ACRONYMS

Table 2 lists the acronyms used in this training guide.

Table 2: List of Acronyms

Acronym Definition

AD Automated Disbursement document

BSA Balance Sheet Account

CAFR Comprehensive Annual Financial Report
COA Chart of Accounts

COMM Commodity

COMMFA Fixed Asset Commodity Threshold

CR Cash Receipt

CUSD Custodian Table

DA Debt Accounting document

DEPEC Depreciable Elements Change

DEPH Depreciation History

EFT Electronic Funds Transfer

ETYP Event Type

FA Fixed Asset Acquisition

FABALSQ Fixed Asset Balance Summary

FACC Fixed Asset Capitalization Criteria

FACLG Fixed Asset Catalog

FACPA Fixed Asset Construction Program Allocation
FACPAD Fixed Asset Construction Program Allocation Detail
FACPER Fixed Asset Construction Program Expenditure Reconciliation

13
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Acronym Definition

FADM Fixed Asset Disposition Method

FAGCT Fixed Asset Group Category table
FAGRP Fixed Asset Group table

FAHIST Fixed Asset History

FAPR Fixed Asset Payment Request

FAR Fixed Asset Registry

FARHDR Fixed Asset Registry Header

FARCOMP Fixed Asset Registry Component
FARACTG Fixed Asset Registry Accounting

FARM Fixed Asset Repair & Maintenance table
FAS Fixed Asset Shell

FATP Fixed Asset Type

FAWTYP Fixed Asset Warranty Type table

FC Fixed Asset Cancellation

FD Fixed Asset Disposition

Fl Fixed Asset Increase / Decrease

FM Fixed Asset Modification

FRM Fixed Asset Repair and Warranty

FS Fixed Asset Internal Sale

FT Fixed Asset Transfer

FX Fixed Asset Type Change

JFAA) Fixed Asset Accounting Journal

JFACI Fixed Asset Component Journal

ME Mass Depreciation document

MD Manual Disbursement document
POPZ1 Purchase Order Commodity-Based ProcureAZ
PRCPZ1 Payment Request Commodity —Based ProcureAZ
PSCD Posting Code

SLOC Sub Location Table
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1. Navigation Refresher

Learning Objectives

In this lesson, you will:

= Review the basic access and navigation of a Reference Table
= Review the basic access and navigation of documents using the Document Catalog

= Review the navigation tools Jump to and searching records within a Query
Lesson Overview

As with any software, it is important that users understand how to navigate through various menus and
features in order to complete tasks efficiently and accurately. This lesson reviews the navigation of AFIS
as it pertains to Asset Management processing by looking at Reference Tables, Documents and Queries
that are used throughout this Asset Management training guide. Understanding the differences
between the pages is important because it makes it easier for users to search for a particular type of
page. Pages are referred to in two different ways, the Page Description and the Page Code. AFIS uses a
Web interface to display the types of application pages, which are described below.

1.1. Navigation Review: Reference Table

Reference Tables are used to store information within the system. The information in some of these
Reference Tables can be created and modified by anyone with the required security permissions; others
are system-maintained and are updated by the system via document updates or offline processes. All
Reference Tables can be accessed via either Page Search or the Jump to field at the top of the screen.
This topic examines the Fixed Asset Catalog (FACLG) reference table.

Activity 1.1
Navigate to the Fixed Asset Catalog Table

Scenario
You want to review the navigation features in AFIS. Use Page Search to locate the Fixed Asset Catalog
(FACLG) reference table.

Setup
v' User is logged into the AFIS Home Page.
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Steps

A. Navigate using Page Search.

1. From the Secondary Navigation menu on the left, expand Search.

Training - Financial

Message Center
El Search
Page Search
Document Catalog
Report Search
History
Favorites

Administration

2. Click Page Search. In the Page Code field type FACLG.

3. Click Browse.

Welcome

Training - Financial

Message Center

= Search

GAFIS

Jump to:

=

Page Search
Document Catalog
Report Search
History
Favorites

Administration

Category :

Page Type :

Description @
Page Code : FacLGe

Browse Clear

Description Page Code

~ Fixed Asset Catalog FACLG
First Prev Mext Last
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4. Click Fixed Asset Catalog in the list of Reference Tables that appears below the search fields.

Page Search

Category : -
Page Type : -
Description @
Page Code : Faci gt

Browse Clear

Description Page Code
+ Fixed Asset Catalog FACLG
First Prev Next Last% ]

B. Navigate using the Search tool within a table.

1. Click the Search link below the grid.
2. Inthe Search window, enter 1070-06 for the Fixed Asset Catalog.
3. Click Ok.

@ Search - Windows Internet Explorer provided by CGI US - |. =AY ﬂ

£ | http://finance.az.gov/webapp/FINTRNGa/advantage/AMSImages/Empty.htm | B

Fixed Asset Catalog: 1070-08
Fixed Asset Catalog Description :
Fixed Asset Type : ﬂ

Fixed Azzet Group : @

Ok Clear Cancel
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4. The search results for the Fixed Asset Catalog 1070-06 display.

Fixed Asset Catalog
Fixed Asset Catalog Fixed Asset Catalog Description Fixed Asset Type Fixed Asset Group
« 1070-08 AUTOMOBILES & STATION WAGONS (GASOLINE) V 1070

Firgt Prev Next Last

Save Undo Delete Insert Copy Paste  Search

Fixed Asset Catalog : 1p70-06
Fixed Asset Catalog Description : A ToMOBILES & STATION

Fixed Asset Type: &
Vehicles
Fixed Asset Group : 1970 a
AUTOMOTIVE VEHICLES
Useful Life : g
Depreciation Method @ straight Line -

Salvage Value Percent : 19 goop

Valuation Factor :

5. Click Home in the Primary Navigation Panel to return to the Home Page.

1.2. Navigation Review: Document

The information stored in inquiry tables gets updated by documents. Some documents update the
information on multiple tables. The Document Catalog is used to create documents and to search for
documents based on Code, Department, Unit, or ID. It can also be searched by User Information using
Create User ID (created by) and Create Date (created on)fields, as well as by Document State using
Function, Phase or Status drop-down menus.

AcTiviTy 1.2
Navigate to a Fixed Asset Acquisition Document

Scenario
You want to review the navigation features in AFIS. Use the Document Catalog to find a Fixed Asset
Acquisition (FA) document.

Setup
v User is logged into the AFIS Home Page.
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Steps
A. Navigate using the Document Catalog.

1. From the Secondary Navigation Panel on the left, click Search.
2. Click Document Catalog.

Training - Financial Document Catalog

Message Center Create b
B £2IEL + Document ldentifier

Page Search Code: | Unit:

Document Catalog Dept. : 1D :

Report Search
History b User Information
Favorites b Document State
Administration

Browse Clear

3. Inthe Code field, enter FA.
4. Inthe Dept field, enter your student data card information.
5. Click Browse.

Document Catalog

Create sk

= Document Identifier
Code :[Fa, | Unit:
Dept. : 101 ID:

b User Information

b Document State

Browse Clear

Open Validate Submit Copy

Code Dept. Unit [a] Comments Version Function Phase Status Date User 1D Amount Active
FA 101 STU1-12 No 1 MNew Draft Rejected 10/21/14 gdenney S$250,000.00 Yes
Fa 101 STu 1 Mo 1 MNew Final Submitted 10/24/14 gdenney S57,900.00 Yes
FA 101 STU 1 No 1 New Final Submitted 10/24/14  Training $21,000.00 “Yes
Fa 101 STU1-84 No 1 MNew Final Submitted 10/25/14  Training $21,000.00 Yes

First Prev Mext Last

Menu

6. Inthe list of documents, in the first row, click the Doc ID listed on your student data card.
The Fixed Asset document window displays the five components that together make up the
Fixed Asset Acquisition, component for the Header, Component, Warranty, Accounting, and
Posting. Within each component there are various fields and boxes that contain the relevant
information.

B. Explore the Fixed Asset Acquisition document Header component.

1. Observe the Document information at the top of the screen, including Document Code, Dept,
ID, Version, Function, Phase, and the document menu button.

Fixed Asset Acquisition{FA) | Dept: 101 Ik 3TU1-12 Vers 1 Function: New  Phase: Draft o
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2. Observe the fields on the General Information tab.

| Header ]

NN (kLB Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: PRISONER TRANSPORT BUS - Auto Generate FA |-
- Humber:
) = Prefix:
Record Date:
Budget FY: Fixed Asset Number: sTU 101-12 3|
Fizcal Year: Fixed Asset Description: TRANSPORTATION BUS - -
PRISONER VEHICLE
Period:
Document Description: RECORDING OF THE PRISONER -
TRANSPORTATION BUS 2/1/2014 - Document Total: $250,000.00
Complex/Building: - Final Asset Value: 3250,000.00
Event Type: FAD1 &
Memo Asset: [
Asset Status: i
L 2 Asset System Number: £|
Asset Status Name: Active
Asset System -
Description:

C. Explore the other components of the document.

1. Click the Open Document Navigator arrow on the left of the screen.
2. Inthe Document Navigator Panel, click Component and observe the tabs that are displayed
on the line.

Document Navigator ] C Total Li |_Fixed Asset Numbers STU 101-12_C nt Number: 1
Header ﬂ
(oI LI ENIRCENW BTG Ly EUG L Specifications | Acquisition Details | Component Location Details

Component
Warranty Component Classification | Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details
Accounting Fixed Asset Intent Reference | Insurance
Fosting Component Number: 4 4 Tag Number:
Commodity: 97117 | Base Asset: [V
Units: 1.00000 Description 1:
Unit of Measure: Ea | Description 2:
. . Description 3:
Final Units:
Description 4:
Surface Area:
i . Description 5
Statistical Units:
Proj 1D:
Statistical UOM: & P
Property -
Plat Number: Description:
Survey Data: - L
Extended -
s Description:
Decal 1D: i
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3. Inthe Document Navigator Panel, click Warranty and observe the tab that is displayed on the

line.

Document Navigator
Header

Component

]

Warranty
Accounting

Posting

FA Warranty Type:

Number:

Warranty
Description:

Warranty Years:
Warranty Months:
Warranty Start Date:

Warranty Expiration
Date:

MANUFACTURERS

Warranty Agreement ST 109 -1.2

5

60

08/01/2014

0713112024

4

i

Manufacturers Warranty

Warranty Vendor
Code:

Warranty Vendor
Name:

Warranty Address
1Dz

Warranty Address 1:
Warranty Address 2:
Warranty City:
Warranty State Code:
Warranty State:
Warranty Zip Code:

Warranty County
Code:

4. Inthe Document Navigator Panel, click Accounting and observe the tabs that are displayed

on the line.
Document Navigator (E3] : - Total Li 1A ing Li i Line A t: §250,000.00 J
Header
T Accounting Line Line Amount Event Type Responsibility Center Posting
|- ty 1 5250,000.00 FAM Yes
arran
From 1 to 1 Total: 1 ine: Go
fozssrierT Go to line:
Posting
= List View
ENEIGIRIN bl References || Fixed Asset Intent Reference | Fund Accounting | Detail Accounting ﬂ
Event Type: FADM Budget FY:
Accounting 3 | Fiscal Year:
Template:
Period:
Line Description: -
Funding Fiscal Year: 2(15
i Funding Budget F¥: 2015
. . Responsibility | “es
Line Amount: $250,000.00 Center Posting:
Internal Sale
Gain/Loss Amount:
Historic Asset Cost:
Accum Depr 20.00
Amount:
5. Inthe Document Navigator Panel, click Posting and observe the Posting Line.
Document Navigator (E3]
Header
G t Line Function Debit Posting Debit Posting Name Debit Amount
omponen Credit Posting Credit Posting Name Credit Amount
Warranty | NonStandard Fooz Fixed Asset S250,000.00
on-Standar )
Accounting FO12 Met Adjto FA £250,000.00
Posting From 1 to 1 Total: 1 Go to line: Go
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D. Edit the document.

1. Click the Edit button. Notice the fields become "unshaded" and able to be edited.

2. Click the Validate button to have the system check for errors. If the validation is successful,
the following message displays in the upper left corner: “Document validated successfully.”
If the document did not validate successfully, correct any errors and re-validate.

3. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

Note: In Production, this document is subject to workflow and approval rules. The document
Phase is Pending, until all approvals have been applied.

E. Close out of the document.

1. When you are finished, click Close in the bottom right corner of the document screen to
return to the Document Catalog.
2. Click Home in the Primary Navigation Panel to return to the Home Page.

1.3. Navigation Review: Query Page

The information that documents update in tables can be looked up by performing a query and certain
tables are designed for this purpose. For example, asset information can be tracked and researched via
query by using the Fixed Asset History (FAHIST) inquiry. One way to quickly access FAHIST is to type
FAHIST into the Jump to field on the Primary Navigation Panel.

AcTivity 1.3
Navigate to the Fixed Asset History Query Page

Scenario
You want to review the navigation features in AFIS. Use the Jump to field to navigate to the Fixed Asset
History (FAHIST) query page.

Setup
v User is logged into the AFIS Home Page.

Steps
A. Navigate using the Jump to field.
1. Inthe Primary Navigation Panel, in the Jump to field, enter FAHIST.
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2. Click Go. This will bring up the FAHIST query as well as a Search popup window that allows
users to narrow down the results that are displayed. Records can be searched by FA Number,
FA Component Number, Doc Code, Doc Dept, Doc ID, Asset System Number, etc.

& Search - Windows Internet Explorer provided by CGI US [E=N0t

|§, http://finance.az.gov/webapp/FINTRNGa/advantage/AMSImages/Ermpty.htm

FA Humber : Asset System Description :

FA Component Humber : FN Doc Code :
Doc Code : FH Doc Dept :

Doc Dept : FHN Doc 1D :

Doc 1D : Asset Status :

Asset System Humber :

Ok Clear Cancel

B. Locate a Fixed Asset record using the Search window.

1. Inthe Search pop-up window, in the Fixed Asset Number field, enter your student data card
information.

2. Click Ok to display the results of the search along with the details of the first result. For each
Fixed Asset Number, FAHIST records all documents that have been processed for the asset
number, and provides a history of all the accounting and non-accounting transactions for
each individual Fixed Asset record.

Close Fixed Asset History

- Component

Journal Record Component Summary

Identification

Responsibility Center FA Number FA Component Humber Doc Code Doc Dept Doc ID Document Component Total
Locakion ~ STU101-12 1 FA 1M STU1-12 5$250,000.00

. ) ) First Prev Next Last
Classification Information

Component Details Component Details

Specifications. Search #R

T = Journal Record Identification

Depreciation FA Number: 1) 109 -1.2 Doc Record Date : q/22/2015
Disposttion Information FA Component Number : 4 Run Time : g2_13-15 09:40:23
Balanc Shest Codificatior | Doc Code : Fa Fiscal Period : 7
Warranty Doc Dept: 174 Last User 1D : siydent

DocID: 5T 1-1.2 Asset System Number:

Repair & Maintenance
Event Type : Fapq Asset System Description :
Insurance

Accounting

b Responsibility Center

b Location

b Classification Information

b Component Details

b Specifications
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C. Observe the Component details for the selected Fixed Asset record.

1. Using the Secondary Navigation panel, view the details for each component. Components
include Journal Record Identification, Responsibility Center, Location, Classification Details,
etc.

~ Component

Journal Record
ldentification

Responsibility Center
Location

Classification Information
Compenent Details
Specifications

Cost, Valuation and
Depreciation

Dizposition Information
Balance Sheet Codificatio
Warranty

Repair & Maintenance:

Insurance

D. Observe the Accounting details for the selected Fixed Asset record.
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2. Using the Secondary Navigation panel, view both the General Information and Accounting
Line details.
Closs Fixad Assst History
Componsnt
 Bocounting Agcounting Sumimsry
SR R Fa Mumber Componsnt  Accounting Lins  Posting Line  Doc Record Dats Documsnt IDv
Aosauring Lie - STU101-12 1 1 1 Q22215 FAIDISTU1-12
STUM01-12 1 1 1 MiZ22s FAIMISTUT-12
First Prev et Last
Accounting Detalis
S ek
w General Information
Fa NUmbst © 5Ty 101 - 12 Last Usar ID ¢ samems Event Typs : =a0q
Component © 4 Do Record Date & 5200015 Posting Code & =g
DosCD: = Run Tm © gznz2015 Pstng Am : 5220000 00
Daoc Dept - 44 Flecal Yol © 25 DIiCT: o
DocID - =TU1-12 Fiscal Period - 7 IncriDers -
D¢ Commadity Lins © 4 Flscal Quartss : -
Accounting Line © 4 Budget FY © 2045
Posting Lina -
* Accounting Line
Fund : 4300 Dapartmant © 474 Sub Reporting : Program :
Sub Fund : Uit © yqng Location : Phass ©
Object : Sub Unit - Sub Location : Funding Profils :
Sub Ob|sct : ApprUnit - 4 pq00n Dapt Object Funding Pricaity -
Revanus : Activity - Dept Rewvenus : Funding Line :
Sub Revenus : Sub sctivity : Task PProgram Period :
B34 ga1q Function : SUb Tagk : Stage Frofis
Sub B34 : Sub Function : Task Order :
BIATYPS | azzet Reporting : M| or Program :

an

# FA Acoounting Jourmal

3. Click Home on the Primary Navigation Panel to return to the Home Page

Lesson Summary

This lesson reviewed the basic navigation tools and methods that will be used throughout this training
guide. The Jump to field can be used to access a certain page or table. The Page Search and Document
Catalog can also be used to search for a specific Table or Document within the system. The next lesson

will take a look at an overview of Asset Management.
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2. Overview of Asset Management

Learning Objectives

In this lesson, you will:

= |dentify the Fixed Asset Lifecycle

= List Fixed Asset Documents and Event Types

= Differentiate between Manual Fixed Asset Documents and Fixed Asset Shells
= Navigate Fixed Asset Tables and Inquiries

= List how Fixed Asset Tables and Inquiries are updated
Lesson Overview

This lesson provides an overview of the asset acquisition lifecycle, from when a Department purchases
equipment or property to when it is disposed through Surplus Property Management Office.

This lesson reviews the different Fixed Asset documents available in AFIS, and the associated event
types used for asset management business processes. Users will gain an understanding of the Event
Type (ETYP) field in AFIS, and which event types are used on Fixed Asset documents.

The most commonly used Fixed Asset documents, the Fixed Asset Acquisition (FA) and Fixed Asset Shell
(FAS), are used for scenarios such as standard purchases, donations, memo assets, multiple assets, and
betterments. These scenarios are covered, in addition to when the FA document needs to be manually
created versus when the system will generate a Fixed Asset Shell.

Finally, users are introduced to the tables that are useful when searching for specific Fixed Asset
information, in addition to how Fixed Asset tables and inquiries are updated by Fixed Asset documents
in AFIS.

2.1. Fixed Asset Lifecycle

The lifecycle of a Fixed Asset begins with the acquisition of the asset. A Department applies an inventory
tag upon receipt of the asset, and may enter the asset into its own Agency Inventory System, if
applicable. The Department enters the asset into AFIS upon payment of the vendor invoice, and assigns
the asset to a responsible entity. Finally, the Department updates AFIS and the Agency Inventory System
with the assignment information.

Maintenance transactions used to record asset changes (such as improvements, modifications, and
transfers), depreciation updates, and asset disposal are also maintained in AFIS .
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Throughout the life of an asset, it may undergo a Revaluation or Reorganization process. Revaluation,
which is mostly used for buildings, occurs when the valuation amount assigned to individual assets is
changed using the automatic batch job, which generates Fixed Asset Modification (FM) documents.
Reorganization occurs when a group of assets is updated and/or transferred to a new location and/or
responsibility center. Reorganization modifies Location-related fields (Location, Sub Location or Complex
Building) or transfer Responsibility Center fields, such as Department or Unit Code. A batch process can
be used to automatically create Fixed Asset Modification (FM) or Fixed Asset Transfer (FT) documents to
specify the old and new account codes, as well as the type of reorganization to be performed. The Fixed

Asset Modification (FM) and Fixed Asset Transfer (FT) documents can also be manually entered.

AFIS enables users to manage and control their organization’s Fixed Assets throughout the asset’s

lifecycle. Figure 1 illustrates when the Fixed Asset Acquisition (FA) document is used within the AFIS

Asset Management lifecycle.

Figure 1: Asset Management Flow Diagram

¥ ¥
= Purchase Payment Disburse- FA (Shell) FA (Manual)
g Order Request ment Draft
= (PO} (PRCIPRM)) {ADIMD}) {FA)
[=]
(=] ¢
W
] FAO1 [ FADZ FAD1 [ FAD2
§ 1 G';‘::e smh;:n Completion Validate /
& [Manual] Submit
F Y
| R
FA = System Wide FA Balance

o /ﬁ;n::n;nd:: Fixed Commodity Fixed Options Capital'n Sheet
o Asset | Threshold Asset (SOPT) Criteria | | pccount
= (COMM) Ty Payment
@ [Fixed Asset pe {COMMFA) [Shell (FACC) Balance
[ \ Tyve] (FATP) [Dollar Request Generation [Dollar & Life BBAL

Threshold] (FAPR} Option] Thresholds] { )

+* ¥ ¥
if; FA History FA Accounting FA Component Accounting
E Journal Journal Journal Journal
3 (FAHIST) (JFAAJ) (JFACJ) (JACTG)
£
|

A Fixed Asset Acquisition (FA) document can be manually created from the Document Catalog or a Fixed

Asset Acquisition — Shell Generated (FAS) document can be system-generated via the Fixed Asset Shell

Generation process. Please note that these documents are the same, one is created manually while the

other is system-generated. Creation of the FA or FAS document is covered in the Section2.3, Manual FA
vs. Fixed Asset Shell topic.
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A draft version of the FAS document is generated, via the Fixed Asset Shell Generation process in AFIS, if
the Fixed Asset Commaodity code referenced on the document passes threshold tests for that
Commodity. These thresholds are discussed in Section3.1, Fixed Asset Setup and Thresholds topic.

Once the FA or FAS document is validated and submitted successfully, information about the associated
Fixed Asset is stored in various tables and journals (inquiries) within AFIS. These storage locations are
covered in Section2.4, Fixed Asset Tables and Inquiries topic.

2.2. Fixed Asset Event Types

In AFIS, the Event Type code defines an event that triggers a business process. Table 3 identifies the
Event Type(s) used with each Document Code. Event types are used to signify what posting codes (PSCD)
will be used, and to apply specific data entry rules for referenced transactions, vendor and customer
codes, and all defined Chart of Accounts (COA) elements.

Although most AFIS documents contain an Event Type on the document Accounting component, a Fixed
Asset document’s Event Type is located on the Header component. Refer to the Fixed Asset Document
Overview for information on the Fixed Asset document component components (Header, Component,
Warranty, Accounting and Posting).

Table 3: Allowable Event Types for Fixed Asset Documents

Document Document Name Event Type Fixed Asset Function
Code
Fixed Asset Shell FAO2 Betterment
FA14 Unpend a Fixed Asset Shell
FA27 Acquire a Fixed Asset Internally
FA28 Better a Fixed Asset Internally
LS23 Record Leased Capital Asset
FD Fixed Asset Disposition | FA04 Dispose of a Fixed Asset
FAO09 Sale of a Fixed Asset Internally
LS14 Leased Asset Disposal
FE Fixed Asset FAO3 Record Depreciation on an
Depreciation Individual Fixed Asset
FM Fixed Asset Modification | FAO5 Modify Fixed Asset Non-
Accounting Attributes
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FP Fixed Asset Selling Price | FA12 Change Selling Price of a Fixed
Change (FP) Asset
FT Fixed Asset Transfer FAO6 Transfer Fixed Asset
FI Fixed Asset Increase / FAO7 Increase/Decrease Value of asset
Decrease
FX Fixed Asset Type FAO8 Fixed Asset Type Change
Change
FC Fixed Asset Cancellation | FA11 Cancellation
FRM Fixed Asset Repair and FA15 Repairs and Warranty
Warranty Modification
FS Fixed Asset Internal Sale | FA29 Internal Sale
ME Mass Depreciation LSO1 Authorize Leases To Be Taken
DA Debt Accounting LS10 Record Capital Lease Receivable —
Current Portion
LS11 Record Capital Lease Receivable —
Long Term Portion
LS12 Record Deferred Lease Principal
Revenue
LS13 Record Deferred Lease Interest
Revenue
LS20 Record Capital Lease Payable —
Current Portion
LS21 Record Capital Lease Payable —
Long Term Portion
LS22 Record Capital Lease Expense &
Other Funding Sources
LS30 Amortization of Lease Costs
LS31 Accrue Lease Expense
LS32 Accrue Lease Revenue
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2.3. Manual FA vs. Fixed Asset Shell

The Fixed Asset Acquisition (FA/FAS) document is used to record all newly acquired, contributed
(donated), or memo assets. The system will generate an FAS document when payment is made for a
purchase using eligible Commodity codes that are above established thresholds. The FAS document is a
clone of the FA document. The document code FAS will help users to easily locate Shell documents from
the Document Catalog. The FA/FAS document is also used to record information about improvements

(betterments) or additions to existing assets.

A Fixed Asset Acquisition document is created either automatically or manually, in AFIS.

Automatically - The system generates an FAS document for a Department using the system-
generated Fixed Asset Shell. It is referred to as a Shell document because it includes some, but
not all, required fields and must be processed further by users.

Manually - FA documents must be created manually by the user if a Shell has not been created
(for example, a donated asset) or an asset is acquired by means other than a Commodity-based
payment document, such as purchases with a General Accounting Expenditure GAX document
(non-Commodity based).

2.4. Fixed Asset Tables and Inquiries

The common tables and inquiries utilized by users to search for specific Fixed Asset information include:

Fixed Asset Payment Request (FAPR) table

Fixed Asset Registry, which include Header (FARHDR), Component (FARCOMP) and Accounting
(FARACTG)

Fixed Asset Journals (JFACJ and JFAAJ)

Fixed Asset History (FAHIST)

Fixed Asset tables and inquiries are updated via the following different methods in AFIS:

30

Updates by documents - Most tables or inquiries are updated when the documents are
finalized. This means that the table will not be updated until the document Phase equals Final,
which occurs after the document has been fully approved in AFIS. Examples of document
updates to tables or inquiries: FARHDR, FARCOMP, FARACTG, FAPR and FAHIST.

Updates by offline jobs - Certain processes depend on offline jobs to update Fixed Asset tables.
The offline jobs are run during the nightly cycle. Examples of offline jobs include: Fixed Asset
Shell Generation and Fixed Asset Disposition Chain (mass disposals).

Updates by users - Users with proper security authority may update some tables (usually
reference). Updates by users need to be completed by saving the record on the table. Examples
of tables being updated by users include: Custodian (CUSD), Location (LOC) and Fixed Asset
Warranty Type (FAWTYP).
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Fixed Asset Payment Request (FAPR) Table

The Fixed Asset Payment Request (FAPR) table is used when the FA Shell Generation batch process
creates Fixed Asset Shell (FAS) documents.

The FAPR table is divided into the following three components:

= Payment Request Details — Displays all Commodity-based Payment Requests (PRC) documents
that have been submitted with eligible Fixed Asset commodities and a Shell Indicator of Single
Shell or Multiple and an amount equal to or greater than the Commodity Fixed Asset threshold.
Once the Payment Request has been disbursed with an Electronic Funds Transfer (EFT) or
Automated Disbursement (AD) document and the Disbursed Amount field is updated, the
payment record is eligible for an FAS document to be created.

=  Purchase Order Details — This component displays the Document ID, Vendor Line number and
Commodity Line number of the referencing Purchase Order to the PRC.

=  Shell Generation Details — The date that FA Shell (FAS) documents were created for the
payment record is displayed. The Total Capitalized Amount and Total Quantity Acquired fields
are updated when a FA Shell document is completed and submitted. The Total Quantity
Discarded field displays the number of FA Shell documents that have been discarded from the
system (Discarding will not be permitted)

o The Generate Multiple Shell flag is checked by default. This will generate a separate Fixed
Asset Acquisition (FAS) Shell document for each unit purchased when multiple assets are
bought in bulk.

o The Purge Shell Record field is used to purge a payment record from the FAPR table. This
flag can only be selected and saved once all the generated Shells for an FAPR record have
been completed and accepted or unpended. Once selected, the record will be purged from
the table with the next running of the FAPR Purge batch process.
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o There are links at the bottom of this page to review the FAPR Accounting Lines or to access
the FAS document through the Generated Shell Details.

Fimad Assst Paymant Reguast

Documment | Doc Dept  Doc Unit Doc B Doec WL NG, Doec CL Moo | Shell Gansrated Date
< PRC 101 ETU1-33 1 2 1 Z32014
First Prav heod Last

Sae Undo Comy  Search # B
* Payment Request Details

Document © pro Comamenitty © 2qzRs
Do Dept & 44 GuanttyUnit @ 4 joong
Do Linit : Total Disbursed Amount © 30000 00

Doc M sTyq-33 Acquisition Date @ 500 m0qs
Do WL Mo D Panding Assat BEA 0 gmog
Doz CL Mo - o Panding Assst Sub BSA :

Wandon CustomsT ¢y ooo000000zd
Fixed Aseet Typs

= Purchase Order Details
Document @ po Do WL Mo 2
Do Dapt & gnq D, CL M. :

(2]

Dot M . sTUD 1-33

= Shell Generation Details

Purgs Shell Record : |~ Total GuantipUnit Acguired © 5 qon0

Ganerats Muttiple Shell © = Total Guantity Déscardsd & g o000

Shell Ganerated Dabe © jqo-mnq Rewversad [Lnpsnd) Units © 5 qonnn
Total Capitalized amount @ g og Renverssd (Lmpssnd) amount @ gog

[a1]

F FAPR Accounting Lines # Zensraned Snell DetElls
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Fixed Asset Registry

The Fixed Asset Registry (FAR)
table stores the current status of
an asset and is updated through
the use of specific Fixed Asset
documents and Event Types. The
FAR table is made up of three
tables, described below.

Fixed Asset Registry Header
(FARHDR)

FARHDR is used as the central
repository of AFIS Fixed Assets. The
FARHDR table contains both
Acquisitions and Betterments.
Betterments are considered new
components of a previously
acquired asset. FARHDR contains
the Fixed Asset Number and
description, summary asset cost,
and Responsibility COA elements.

FARHDR contains links to the Fixed
Asset Registry Component

(FARCOMP) and Fixed Asset Registry

Accounting (FARACTG) pages that
contain detailed information about
an asset’s component and

Accounting Lines, respectively. A link

is also provided to the Fixed Asset
Balance Summary (FABALSQ) page,
which summarizes and displays the
details of FA budget balances by
Fixed Asset Number.

AFIS | Asset Management

Fixed Asset Registry Header

Fized Asset Humber Asset Description
v STU01-12

First Prev Mext Last

Search @b

® General Information
Fized Asset Number : ori) 1p1-12

Summary Asset Value - 375

Summary Accumulated Depreciation
Summary Net Book Value : 5250 000.00

Summary Valuation Amount : 39 00

Asset Description : TRANSPORTATICN BUS -
PRISONER VEHICLE

b Responsibility Center
P Asset Classification

b Acquisition /Disposition /Valuation Details
P Depreciation Details

b Infrastructure Maintenance

b Fixed Asset Intent Reference

Top

¥ Fixed Asset Registry Component o Fixed Asset Equity Sources

Department Unit Summary Asset Value

TRANSPORTATION BUS - PRISONER VEHICLE 101 o101 $250,000.00

Summary Closing Costs © 55 ¢ Asset Status : ¢

Summary Salvage Value : 335 Active

Summary Selling Price

Historic Asset Cost - 5259,000.00
Asset System Number
» Asset System Description

¥ Fixed Asset Balanoe Summary
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Fixed Asset Registry Component
(FARCOMP)

The Fixed Asset Registry Component
(FARCOMP) table contains
component level information for
both Acquisitions and Betterments.

FARCOMP contains links to the Fixed
Asset Registry Header (FARHDR) and
Fixed Asset Registry Accounting
(FARACTG) pages that contain
detailed information about an
asset’s Header and Accounting Lines,
respectively. A link is also provided
to the Fixed Asset Component
Balance Summary (FACBALSQ) page,
which summarizes and displays the
details of FA budget balances by
Fixed Asset Component.
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Fixed Asset Registry Component

Fixed Asset Number Ci

Humber C Value C: Code

~ ADD00003 0001
First Prev Next Last

Search ¥k
» General Information
Fixed Asset Humber : 40000008

Companent Humber : 5001

= Asset Classification & Location
Classification Indicator :
AssetType: g

Equipment
Asset Catalog : gp

Asset Group : 1gg
Group 100
Asset Group Class :
Asset Group Category :

Base Asset Flag: [

= Asset Details
Commodity Code : 25100000

Tag Number :

Plat Number :

Surface Area:

Statistical Units :

Statistical UOM :
Last Inventory Date : 10/31/2013

Condition Code : 1

Asset Impairment :

~ Specifications
MIfF Part Humber :
Manufacturer :
ProductCategory :
Model Humber :

Serial Humber :

 Acquisition /Disposition Details
Acquisition Date : 10/31/2013
Acquisition Method : ypyR

Vendor Purchase
Purchasing Authority :

$500.00 25100000

Component Value : 5500 00

Component Accumulated Depreciation
Component Net Book Value

Historic Asset Cost

Asset System Humber :

Asset System Description : p

Location : cap

Garage
Sub Location

Complex i Building 7

Units : 1.00000
Description 1:
Description 2
Description 3
Description 4:
Description & :

Extended Description :

Number of Warranties :

Number of Repair & Maintenance :

Specification : Commodity Specs :
Drawing :
Piece :
Supplier Part Number :

Warranty Type :

Disposition Date :
Disposition Method :
Disposition Authority :
Disposed Units :

Vendor Code :

0000000024

GainiLoss Account Type :
Vendor Hame : HAMRICK STEPHEN L
Alias/DBA :

Selling Price :

Memo Disposal Value :
Original Acquisition : [

w Valuation /Reorganization Details

50.00
50.00

Valuation Amount : 5g og
Last Valuation Date :

Valuation Selection Date :

» Depreciation
Date Indicator :
Depreciation Structure Indicator :
Depreciation Method :
Depreciation Indicator : [

Last Depreciation Date

» Balance Sheet Account
AssetBSA: 1a4p
Asset SBSA : Sub OBSA

= Internal Sale Details
Internal Sale Units :
Internal Sale Asset Cost:
Internal Sale Depreciation Amount :
Internal Sale Disposition Date :

Internal Sale Gain/Loss Amount :

= Fixed Asset Intent Reference
FHN Doc Code :
Fl Doc Dept :

FN Doc ID:

Top

o Fixed Asset Reqistry t HEA

OBSA: 1301

Reorganization Date :

Replacement Date :

Useful Life :

salvage Value :

Closing Costs :

In Service Date :

Accumulated Depreciation BSA : 1245

Accumulated Depreciation SBSA

FA Document Code ;
FA Document Department ;
FA Document ID:

FA Document Version number: o

FA Commedity Line Number :

History - FA

o Fixed Asset Equity Sources

o Fixed Asset Reqistry Header - Eixed Asset Component Balance Summary

Elements Changes ¥ Fixed Asset Warranty

o Fixed Asset Rep:




Fixed Asset Registry
Accounting
(FARACTG)

The Fixed Asset Registry
Accounting (FARACTG)
table records the
funding information,
including Fund and
Detailed Accounting
Distributions. An FA
document can have
multiple Accounting
Lines to track funds by
multiple sources. For
example, funding
sources may include
both Federal and State
funds such as, 20%
Federal and 80% State.

FARACTG contains
accounting level
information of both
Acquisitions and
Betterments. FARACTG
contains links to the
Fixed Asset Registry
Header (FARHDR) and
Fixed Asset Registry
Component (FARCOMP)
pages that contain detail
information about an
asset’s Header and
component lines.

AFIS

| Asset Management

Fixed Asset Registry Accounting

Fixed Asset Number Component Number Accounting Line Amount

v A0000003 o001 §500.00
First Prev Next Last

Search @k
= General Information

Fixed Asset Number: apgnonong Accumulated Depreciation :
Component Number : 4 Het Book Value :
Accounting Line Amount: =spp o Selling Price :
Historic Asset Cost:
« Fund Accounting
Funding AFY : 2014 Object: 320p
Funding BFY : 3714 Sub Object :
Fund : 5534 Revenue :

Sub Fund : gooq Sub Revenue :

Department : 734 Dept Object :
Unit : 4320 Dept Revenue :
Sub Unit : General Capital Assets(GCA) Fund : ™~

Appr Unit : 13000 Responsibility Center Posting : [~

= Detail Accounting
Location : Reporting :

Sub Location : Sub Reporting :

Activity : Task:

Sub Activity : Sub Task:

Function : Task Order:
Sub Function :

« Document Reference
PO Document: spp PR Document : pop
PO Doc Dept: gsgq PR Doc Dept: gsgq

PO Doc 1D 1205133ISHELL PRDoc ID* 12051351SHELL
PO Doc VL No: PR Doc VL No: 4
PO Doc CLNo: PRDoc CLHo: ¢

PO Doc AL No: 4 PRDoc AL Ho: 4

Top

- Fixed Asset Reqgistry Header o Fixed Asset Registry Component

50.00
$500.00
$0.00
$500.00

Major Program :

Program :

Phase :

Program Period :

Disb Document: ap
Disb Doc Dept: gspy
Digb Doc D'+ 1205133ISHELL
Disb Doc VL Ho: 4
Disb Doc AL No: 4
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Fixed Asset
Component Journal

UFAQ))

The Fixed Asset
Component Journal
(JFAC)) table serves to
give users a view into
the journal lines from
processing Fixed Asset
documents. Fields on
this journal are very
different from those in
other journals; given its
input source is the
component line of any
Fixed Asset document,
not a posting line.
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Fixed Assets Component Journal

Budget FY

Fiscal Year: og1s

Fiscal Period

Document Fiscal Quarter: 2
Event Category: ra
Event Type : Faot
Document Name :
Document Description :

Document Total Amount: sz0 0

= Responsibility Center
Custodian : payLe
Fund: ze3
Sub Fund : g,
Government Branch : £xec
Cabinet: Apyn
Department : go3

Division : v
Group : 000
Section : vy

District: 7777

Bureau : 5o05

Uni

Sub Unit :

~ Component Information

Location :

)
£
a

Sub Location

Complex / Building

Document Gomponent Total : 5200

Component Extended Description

Asset Impairment :

Surface Area:
Statistical Units
Statistical UOM :

b Specifications

= Acquisition Details

Asset Acquisition Date : 10/21/2013
Compaosite Acquisition Date : 10/31/2013
Acquisition Method : ypUR

Replacement Date :

= Asset Classification
FA Classi

tion Indicator :
FAType: ¢
Fixed Asset Group Category :
Fixed Asset Group Class
FA Group : 100
FA Catalog : g2

Base Asset Flag : ves.

~ Cost, Valuation and Depreciation
Closing Costs : o oy
Salvage Value : 50.00

Last Valuation Date :
Valuation Amount :

Useful Life

Assetin Service Date :

Composite In Service Date :

~ Disposition Details

Disposition Method :
Disposed Units :

Disposition Authority :

= Document Information
Doc Code : Fz

Doc Dept: 0501

b Warranty

b Repair & Maintenance

Commodity Code * 25100000

Disposition Date : =

Doc Commodity s 12,

Final Asset Value : 5500.00

Run Time : 425

312
FA Number : 20000008
FA Component Humber : goo1

Extended Document Description :

Header Asset Description  DUIP TRUCK PURCHASE

Memo Asset Indicator : 1o
Asset System Humber :
Asset System Description :

Appr Unit Task:
Object : Sub Task:

Sub Object : Task Order :

Revenue : Major Program :

Sub Revenue : Program :
Dept Object : Phase

Dept Revenue : Program Period

Activity :

Sub Activity :
Function :

Sub Function :
Reporting :
Sub Reporting :

Condition Code

Plat Number :

P Tag Numbe:

Description 1

~  Description 2:

00 Description 3 :
Description 4 :

z Description

Quantity i Units : 100000

= Unit of Measure: g5

Shell Generation Date : {{/22/2013

Last Inventory Date : {0/31/2013

Purchasing Authority
[E] Vendor Customer Code : 0000000024
Vendor Name : HAWRICK STEPHEN L

=

Composite Indicator

Yes

BSA: (540
Sub BSA:

OBSA: 1507

Sub OBSA
Accumulated Depreciation BSA : {545

Accumulated Depreciation SBSA :

Depreciation Method :
Depreciation Structure Indicator :
= Depreciation Amount :
Accumulated Depreciation : 50 00
Last Depreciation End Date :
Depreciation End Date :
Estimated Amount :

Actual Amount :

Memo Disposal Value : 53 00
Selling Price : 50.00
Hew Selling Price : 55 g
Gain Loss Amount : 50,00
Gain Loss Account Type :
Hew Statistical Units

Doc 1D 2 SHEL0000000001

of FAHistory  CF Fixed Asset Disposition Entry

Bun Time D FA Number FA C Number FAType FA Group Final Asset Component Value
« 12-051312:24:58 FA 0501 SHEL00OG000001 A0000008 0001 E 100 $500.00
First Prev Next Last
Search SR
~ General Information
Doc Record Date : 11222015 = Final Asset Component Value t 550000 FN Doc Code

FHl Doc Dept
FN Doc D :




Fixed Asset
Accounting Journal

(FAA])

The Fixed Asset
Accounting journal
(JFAAJ) table serves to
give users a view into
the journal lines from
processing Fixed Asset
documents. Itis a
source of data that can
be utilized for many
reports and processes,
in the Fixed Asset area
of the application. Its
input source is the
accounting and posting
lines of Fixed Asset
documents, meaning
that the journal lists the
associated debits and
credits for each
Accounting Line.
Additionally, if a
disbursement document
is processed for the
Fixed Asset’s associated
payment, then the
disbursement document
information is listed in
this journal.

AFIS
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Fixed Assets Accounting Journal

Run Tm

-~ 120572013
12/05/2013
First Prev Mext Last

Search #k

Document ID

EA 0501 SHELOOOO000001 AO000008 o001
EA 0501 SHELOOOOOOO0001 AO000008 oo

w+ General Accounting

Doc Record Date :

Fiscal Period : g

Fiscal Year: opgqa

Budget FY: 2014

Fiscal Quarter:
Event Type: g
Event Category: F
Pstng Prin @ 4

Posting Code : Fyq2

110222013 iz}

Ln Func:
Pstng Am : s500.00
DriCr: p
IncriDers @ |

FA Number: sn000003

o1 Component: goqq

Accounting Line :

Posting Line : -

# Fund Accounting

Fund: 2534
Sub Fund : ppgg

BSA: 1340
Sub BSA :

= Organizational
Government Branch :
Cabinet :
Department :
Division :

Group :

RunTm: 12052013 [
BSA Type:
Object : 3277
Sub Object: gogp
Revenue :
Sub Revenue :
EXEC Section : yryryry
ADMN District : 7777
0231 Bureau : ggog
Unit : 4307
2000 Sub Unit :

b Cost Accounting

P Other Chart of Accounts

b COA Rollups

w Document and Disbursement Information

Doc Category :
Doc Type :
Doc CD:

Doc Dept:

Doc 1D :

Doc Unit :

Doc Vers :
Doc Function :

Doc Accounting :

Doc Posting Number @ |7

b Miscellaneous

Top

- FA History

FA Doc Commodity Line :
FA Last User D :
FA Disbursement Doc Code :
0501 Disbursement Doc Dept Code :
SHEL0000000001 Disbursement Doc ID :
0501 Disbursement Vendor Line No :
1 Disbursement Accounting Line No :
1 Ref Posting Line :
12624 Ref Type :
12765

FA Number Component Accounting Line

Posting Line DriCr Pstng Am

1 2 D E500.00
1 2 C (5500.00)
1

kziemer

AD

0501

120513SISHELL
1
1
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Fixed Asset History (FAHIST) Table

The Fixed Asset History (FAHIST) Inquiry
provides views to both JFACJ and JFAA)
journals using a single selection query.
FAHIST records all documents that have
been processed for the asset number,
and provides a history of all the
accounting and non-accounting
transactions for each individual Fixed
Asset record. When an asset is cancelled,
the corresponding Fixed Asset number is
removed from the Fixed Asset Registry
tables; although, it remains on the
FAHIST table.

A paper clip icon is displayed in the
FAHIST grid for the associated Fixed
Asset record, indicating attachments are
included. The State records and
maintains detailed property information
related to the acquisition of Fixed Assets
such as Special Provisions, Warranties,
Maintenance Agreements, and Insurance
Information (including Insurable value,
Insurance Company Address, Policy
Number, Policy Period (term), Type of
Coverage, Coverage Limits, and
Premiums). The State also records
additional information related to the
disposition of Fixed Assets, such as Police
reports. Therefore, to access the
attachment, click the Document ID
hyperlink to transition to the document
and review the attachment from the
document’s Component line.
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Fixed Asset History.

Component Summary

FA Number FA Component Number Document ID Document Component Total
v A0ODDOGS 0001 FA 0501 SHEL0000000001 $500.00

First Prev Neat Last

Component Details
Search 9%
v Journal Record Identification

FA Number: Ago0000e

Doc Record Date : {7z

FA Component lumber: g1 Run Time : 12.0 458
Doc Code:: 1 Fiscal Period: ¢
Doc Dept: (=) LastUser ID: e
Do ID: KEL0000000001 Asset System Humber :
Event Type: Fap( Asset system Description
v Responsibility Center
Custodian: palLg Appr unit: Task:
Fund: 553 Object: SubTask:
SubFund: gop Sub Object Task Order
Government Branch: £xe; Revenue : Major Program :
Cabinet: apyy Sub Revenue : Program :
Dept Object Phase :
el Program Period
Activity Location:
Section: vy Sub Activity : Sub Location :
District: 7777 Function :
Bureau oo Sub Function
unit: 435 Reporting :
Sub Unit: Sub Reporting :
 Location
Location: Gag
Sub Location s

Complex / Building :

 Classification Information

Header Asset Description : P TRUCK PURGHASE

Composite Indicator : yog
FA Classification Indicator : 1jor s

FAType: £

~ Component Details

Commedity Code & 25100000
Quantity 1 Units : 1 00000

Unit of Measure : £

Base AssetFlag: yeo

Component Extended Description

Surface Area

Asset Impairment :

b Specifications

 Cost, Valuation and Depreciation
Depreciation Structure Indicator : Funding Line
Depreciation Method  Straight Line
Salvage Value : 59 g
UsefulLifes 3
Composite Acquisition Date : 1073172013

 Disposition Information
Disposition Date
Disposition Method :
Disposed Units :
Selling Price : 59,0

Memo Disposal Value : 5,00

.. Fixed Asset Group Category :
Fixed Asset Group Class :

FAGroup: 100

FA Catalog ! 7

Statistical Units :
Statistical UOM

Plat Number :

Tag Number :
Description 1

Description2:

Asset Acquisition Date : 10312013

Composite In Service Date
Assetin Service Date :
Depreciation Amount:

Final Asset Value : 550000

Final Asset Component Value : 5509 o

Disposition Authority
New Selling Price ! 57 09
Gain Loss Amount: 5900

Gain Loss Account Type :

Shell Generation Date: 11222013

New Statistical Units

 Balance Sheet Codification
BSA: 1540 SubOBSA:

SubBSA Accumulated Depreciation BSA : 1545
OBSA: 1301 Accumulated Depreciation SBSA :
» Warranty

» Repair & Maintenance

Top

# FA Component Journal

FH Doc Code :
FN Doc Dept:
FNDocID

Description 3:
Description 4
Deseription 5

Acquisition Method s oy
Purchasing Authority

Closing Costs : .5

Vendor Gustomer Code : 000000024
Vendor Name = HANRICK STEPHEN L

Document Component Tofal : 5500 g0

Document Total Amount : 550,00
Last Valuation Date :
Valuation Amount :

Replacement Date.
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AcTivity 2.4
Navigate to the Fixed Asset Registry

Scenario
You want to locate a specific Fixed Asset record on the Fixed Asset Registry Header, Fixed Asset Registry

Component, and Fixed Asset Registry Accounting tables. Use the Jump to field to navigate to the Fixed
Asset Registry tables.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Use the Jump to field to locate the FARHDR table.

1. On the Primary Navigation Panel, in the Jump to field, enter FARHDR.

2. Click Go. This will bring up the FARHDR query as well as a Search popup window that allows
users to narrow down the results that are displayed. Records can be searched by Fixed Asset
Number, Department, Unit, Acquisition Date, etc.

Fixed Az=zet Number : Acquisition Date : B
Summary Asset Value : Last Depreciation Date : B
Asset Description : » Asset System Number :

Asset System Description :

FN Doc Code :

Department : FM Doc Dept :

Unit : FN Doc 1D :

Activity : Aszset Status :
Asset Type:
Asset Group:

Ok Clear Cancel

B. W.ithin the Fixed Asset Registry Header (FARHDR) locate a fixed asset entry.

1. Inthe Fixed Asset Number field, enter the Fixed Asset Number, on your student data card.
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2. Click Ok to display the results of the search along with the details of the first result. The Fixed
Asset Registry Header (FARHDR) contains the fixed asset number for a fixed asset transaction,
as well as summary information and accounting data for the fixed asset.

Fixed Asset Registry Header
Menu Back
Fixed Asset Humber Aszset Description Department Unit Summary Azset Value
¥ STUM0M-12 TRANSPORTATION BUS - PRISONER VEHICLE 101 (il $250,000.00
First Prev MNext Last
Searcn ¥R
= General Information
Fixed Asset Number: g1yj 101-1.2 Summary Closing Costs : g g Asset Status : 4
Summary Asset Value : =2c0 gop.00 Summary Salvage Value : 535 gog.0 Active
Summary Accumulated Depreciation : = gg Summary Selling Price @ 5 g
Summary Net Book Value : =250 goo oo Historic Asset Cost: go5) 000,00
Summary Valuation Amount: =g g Asset System Number
Asset Description : TRANSPORTATION BUS - » Asset System Description : ;
PRISONER VEHICLE

C. Open the remaining sections on FARHDR and view what information was or was not populated.

1. Click the Expand All downward facing arrow.

2. View the different sections and fields.

Fixed Asset Registry Header

w Asset Classification
Memo Asset Indicator: [

Aszsset Type:

Fixed Asset Number Asset Description Department Unit Summary Asset Value
~ STU101-1.2 TRANSPORTATION BUS - PRISONER WEHICLE 101 0101 $250,000.00
First Prewv MNext Last

Search ¥k

b General Information

= Responsibility Center
Custodian : Appr Unit: 4910000 Task:
Fund : gppq Object : Sub Task:
Sub Fund : Sub Object : Task Order:
Government Branch : g2 Revenue: Major Program :
Cabinet: g9 Sub Revenue : Program :
Department: 1gq Dept Object : Phase :
Division : 14 Dept Revenue : Program Period :
Group : Activity : Location :
Section : Sub Activity : Sub Location :
District : Function : Assignee Employee Number :
Bureau : Sub Function : Assignee Employee Hame :
Unit: gqg9 Reporting : Use Code :
Sub Unit : Sub Reporting : Driver's License Number :

Composite Indicator : [~

Asset Group Class:
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D. Use the link to navigate to the Fixed Asset Registry Component (FARCOMP).

E.

| Asset Management

1. At the bottom of the page, click the Fixed Asset Registry Component link. Component level

information for the Fixed Asset number will display.
2. Click the Expand All downward facing arrow.
3. View the different sections and fields.

Fixed Asset Registry Component

Fixed Asset Humber C. Humber C Value Commodity Code
v STU01-12 1 5250,000.00 07117

First Prev Next Last

Scarch  #h
= General Information
Fixed Asset Number s sy 101 12 Companent Value : 550,000 00
Component Humber : | Component Accumulated Depreciation : 50 oy
Asset Status : Component Het Book Value : 5350,000.00
Active Historic Asset Cost : 5250000 00
Asset System Humber :

Asset System Description :

~ Asset Classification & Location
Classification Indicator ;| Adustment Location: 1014

AssetType: y Loc A Dept 101

Vehicies

Asset Catalog : 155670 S TETE

AssetGroup: (555

TRANSIT BUS
Asset Group Class :

Complex / Building :

Asset Group Category : 14

Use the link to navigate to the Fixed Asset Registry Accounting (FARACTG).

1. Atthe bottom of the page, click the Fixed Asset Registry Accounting link. Accounting level

information for the Fixed Asset number will display.
Click the Expand All downward facing arrow.
View the different sections and fields.

Fixed Asset Registry Accounting

Fixed Asset Number Component Number Accounting Line Amount

~ STU 101 -12 1 3250, 00000
First Prew Mext Last
Search Wk
= General Information
Fixed Asset Number = ST 101 - 1.2 Accumulated Depreciation -

Component Number : 4 MNet Book Value :

Accounting Line Amount @ $250 000,00 Selling Price :
Historic Asset Cost :
* Fund Accounting
Funding AFY @ 7515 Object :
Funding BFY : Sub Object -
Fund - Revenue -
Sub Fund : Sub Revenue :
Department : 157 Dept Object :
unit @ gion Dept Revenue ©
Sub Unit : General Capital Assets{GCA) Fund : =
Appr Unit : 4010000 Responsibility Center Posting : [=

4. Click Home in the Primary Navigation Panel to return to the Home Page.
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Additional Fixed Asset Tables

Some of the Fixed Asset reference tables used for the setup of Fixed Asset document processing in AFIS

are listed below. Users must have proper security authorization to update these tables.
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Commodity table — Provides a list of commodity codes and whether the commodity code is
flagged as a fixed asset. If the commodity code is flagged as a fixed asset, then the default
fixed asset type code is entered on this page.

Commodity Fixed Asset Threshold (COMMPFA) - Maintains the threshold (minimum amount)
for purchases to be considered a Fixed Asset for a specific Commodity code. Therefore,
individual purchases less than the threshold amount would not be generate a Fixed Asset Shell
(FAS) document. Individual purchases equal to or greater than the threshold amount are
considered a Fixed Asset for shell generation purposes. Refer to the Fixed Asset Setup and
Thresholds topic for more information.

Custodian (CUSD) table -Validates who has custody of the asset. The Custodian field is limited
to 10 characters, but additional fields are available to enter Custodian Name and other
contact information.

Fixed Asset Capitalization Criteria (FACC) - Defines the minimum capitalization criteria for
Fixed Asset types. The table is used in the evaluation of the Fixed Asset
Acquisition/Betterment (FA/FAS) document. Refer to the Fixed Asset Setup and Thresholds
topic for more information.

Fixed Asset Catalog (FACLG) — User defined catalogs that will infer the fixed asset type, fixed
asset group, useful life, and depreciation method.

Fixed Asset Disposition Method (FADM) — This table contains acquisition codes to reflect
ownership, acquisition, and disposition methods.

Fixed Asset Group (FAGRP) - Describes Fixed Assets at a more detailed level than asset Fixed
Asset Type.

Fixed Asset Group Category (FAGCT) - Used for reporting purposes only. Fixed Asset Group
categories are collections of related Fixed Asset group codes.

Fixed Asset Type (FATP) — Established are specific balance sheet accounts and options to be
associated with each asset type. The FATP table is where asset types are defined as being
depreciable or not.

Location (LOC) - A user can define location codes and associated address information related
to the location.

Sub Location (SLOC) - Allows a user to define the valid sub-location categories for locations in
your system. The sub location is a rollup level for the location. This element is used for
reporting purposes and is optional in the system.
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Lesson Summary

In this lesson, you:

= |dentified the Fixed Asset lifecycle

= Listed Fixed Asset documents and Event Types

= Differentiated between manual Fixed Asset documents and Fixed Asset Shells
= Listed how Fixed Asset tables and inquiries are updated

= Navigated Fixed Asset table and inquiries

Check Your Progress

1. Specific criteria, including the Commodity Code and amount of the purchase, determine when a
purchase will generate a Fixed Asset Shell (FAS) Document in AFIS.

a. True
b. False

2. If an asset has been acquired through the purchasing process and a Fixed Asset Shell has been
created after the Shell Generation Process, what document code would appear in the document

catalog?
a. FA
b. FAS
c. FE
d FM

3. The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a
single selection query.

a. True
b. False
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3. The Fixed Asset Setup and Creation

Learning Objectives

In this lesson, you will:

= Identify how a Fixed Asset Acquisition document is created
= Differentiate between the Fixed Asset Setup and Threshold tables
= List the Shell Generation Process

= Search for a Fixed Asset Shell (FAS)
Lesson Overview

As mentioned in the previous lesson, the Fixed Asset document can be created manually or
automatically from the Shell Generation process.

An FA can be created through one of the methods listed below.

= Automatically - Via the Shell Generation process.

= Document Catalog — Manually by accessing the Document Catalog, in Create mode. All data
entry is performed by the user.

= Jump to — User enters the code FA, and clicks Go. The user will be redirected to the Document
Catalog with FA populated in the Code field.

= Document Catalog from a source document — By copying from a previously established FA
document.

Please refer to the Getting Started with AFIS training guide for more information about these document

creation methods.

This lesson will discuss the Fixed Asset setup (which determines Fixed Asset Shell Generation) and Shell

generation process.

3.1. Fixed Asset Setup and Thresholds

The following criteria must exist in order to create a Fixed Asset Shell (FAS).

= Commodity code is flagged as a Fixed Asset on the Commodity (COMM) table

=  Commodity code is setup on the Commodity FA Threshold (COMMFA) table with a dollar
threshold

= Commodity Line Type is Item and not Service. The quantity determines the number of Shells.

= Shell Indicator on the payment document Commaodity line is set to Multiple (default) Shell(s)
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= Payment document line amount is greater than the dollar amount specified on the
Commodity FA Threshold for the Commodity code used.

= Payment document has been disbursed

The Commodity FA Threshold (COMMFA) is used to determine whether a shell is generated from a
purchase. The Fixed Asset Capitalization Criteria (FACC) table is used to manage thresholds that
determine whether an Acquisition is a Capital (non-Memo) asset or a Memo asset.

Based on planned ProcureAZ integration, certain costs that are associated with an Item (e.g., freight) will
be integrated to AFIS as a special service Commodity. This additional cost will not be part of the
generated FAS document. Users need to check for additional costs not included on the FAS document
that need to be manually added as an update to the value of the asset capitalized.

COMM Table

The COMM table is used to flag commodities that are considered Fixed Assets, as well as default the
Fixed Asset Type field on the payment document. In order for an FA Shell to be generated, a Commodity
that is flagged as a Fixed Asset must be selected on the purchase order and payment documents.

Follow one of the below methods to access the Commodity (COMM) table.

= Inthe Jump to field - enter COMM, and click Go
= From Page Search - in the Page Code field, enter COMM. Click Browse.

Users with proper security authorization can establish a Commodity code as Active and as a Fixed Asset
on the COMM table.

Commodity
Commodity Name Active Tax Profile
~ 20453 Microcomputers, Desktop or Tower based Yes

First Prev Next Last

Save Undo Delete Insert Copy Paste Search # &

= General Information

*Commodity : 2p453 Active : | [
*Class : 204 Structured Commuodity : [~
Itemn : (53 Match Indicator: pgne -
Group : Tax Profile : e
Detail : Keyword Search : \jicrocomputers, Desktop or Tower  »
Category : A based

s}
“Hame : Microcomputers, Desktop
NAICS :

= General Options

Inventory : [ Freight:|[~ Contract Withholding Exempt: [~ Fixed Asset: [
Master Agreement : [ Surplus : [ Fixed Asset Type : || &
Buysense: [  Class ltem in Grouping: [ Mandatory Source : [

External Service : [

P Specifications/instructions

b Assignments
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COMMFA Table

Once the Commodity code is established on the COMM table, the Commodity’s dollar threshold is
established on the Commodity FA Threshold (COMMPFA) table. This page maintains the threshold
(minimum amount) for purchases to be generate a Fixed Asset Shell (FAS) document. Individual
purchases, defined at the Commodity Line’s Unit Price field, under the threshold amount would not
generate a Fixed Asset Shell (FAS) Document. Individual purchases greater than or equal to the
threshold amount will generate a Shell For example, if the threshold is set at $5,000, yet three assets are
purchased at a Unit Price of $2,000, the threshold would not be met, even though the Total Commodity
Line value is greater than $5,000. Commodity dollar thresholds are set up by Commodity code, with the
option to specify by Department and Object code, on the COMMFA table. A Department of ALL indicates
that the dollar threshold is applicable to all State Departments.

To transition from the COMM table to the COMMFA table, click the Commodity Fixed Asset Threshold
link, located on the bottom of the COMM table. Users may also navigate directly to the COMMFA table
using the Jump to or Page Search fields, and search for a Commodity code on COMMFA. Please refer to
the step-by-step instructions given for the COMM table above, using COMMFA instead of COMM.

To transition back from the COMMFA table to the COMM table, click Commodity at the bottom left of
the COMMFA table.

Note: If the minimum dollar value is not set for the Commodity on the COMMFA table, but the
Commodity is flagged as a Fixed Asset on the COMM table, an FA Shell will be generated for all dollar
values.

Commodity FA Threshold

Commodity Department DepartmentName Threshold

« 20453 ALL $250.00
First Prev Next Last

Save Undo Delete Insert Copy Paste  Search
*Commadity : 2p453 iy
*Department: )| &

Department Name :
*Threshold : 5257 0p
COMMFAOB.) counter:

Object Threshold

Delete Insert  Copy Paste  First Prev Next Last

 Commodity
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FACC Table

The Fixed Asset Capitalization Criteria (FACC) page defines the minimum criteria for the capitalization of
a Fixed Asset Type. Once the FA or FAS are created, the system checks this table to verify whether the
Fixed Asset should be capitalized or not. Memo assets are not capitalized. If the minimum criteria is not
met, but the recording of the Fixed Asset is desired, then the Fixed Asset must be classified as a memo
asset.

Use either the Page Code or Jump to fields to access the FACC table.

Fixed As=et Capitalization Criteria

Fixed Azset Type Department Minimum Dollar Threshold Minimum Useful Life

First Prev Mext Last

Fixed Asset Type: |
Department: )|
Minimum Dollar Threshold : g5 gpg.op

Minimum Useful Life : g

Save Unde Delete Insert Copy Paste  Search

[ |

A ALL 55,000.00 i
B ALL 50.00 15
C ALL 30.00 i}
D ALL 50.00 0
E ALL 35,000.00 5
F ALL 25,000.00 ]
H ALL £5,000.00 1
o ALL 55,000.00 )
K ALL 50.00 40
L ALL 30.00 i

AcTiviTy 3.1

View the Fixed Asset Setup and Threshold for a Specific Commodity

Scenario

You want to see the fixed asset setup for the Prisoner Transport Bus commodity code. Navigate to the
Commodity (COMM) table and then confirm the threshold for Prisoner Transport Bus on the Fixed Asset
Commodity (COMMFA) table. You remember that Prisoner Transport Bus is part of the V (Vehicle) Fixed
Asset Type. Navigate to the FACC table to view the criteria for Fixed Asset Type V (Vehicle).

Setup

v User is logged into the AFIS Home Page.
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Steps
A. Use the Jump to function to open the COMM table.

1. Inthe Jump to field, enter COMM.
2. Click Go.

ﬁlﬂ @Hcma éE’Parecnalize @Acceeeitility

Jump to] SOMM
Procurement Budgeting Accounts Receivable Accounts Payable
Commodity
Commod Name Active Tax Profile
~ 005 Abrasives Yes
00505 Abrasive Eguipment and Tools Yes
00514 Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. Yes
00521 Abrasives, Sandblasting, Metal Yes
00528 Abrasives, Sandblasting (Other than Metaly Yes
First Prev Next Last
Save Undo Delete lsert Cony Paste  Search  ®b
+ General Information
*Commodity : gps Active i |[
“Class :|gps Structured Commodity : |[~
Item ; Match Indicator: ypne -
Group: Tax Profile : ﬂ
Detail : Keyword Search : aprasives ~
Category : ﬂ
“Name : Aprasives ha
HAICS :

B. Search for the commodity code.

1. Click Search. A window is displayed.
2. Inthe Commodity field, enter your student data card information.
3. Click OK, or press the Enter key on your keyboard.

Commeodity : 07117 Group :
Class: Detail :
Item : Hame :

Clear Cancel

€D Internet | Protected Mode: OFf g v H100% -

C. Verify the Active check box in the General Information section is checked.

1. Click General Options. The section expands.
2. Verify the Fixed Asset field is checked.
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D. View the commodity code setup on the COMMFA table.

E.

F.

AFIS | Asset Management

3. Verify the Fixed Asset Type field is populated. Note it is set to V (Vehicle), as this is important

in a later step.

= General Options
Inventory : ||
Master Agreement: [

Freight: [~ | Contract Withholding Exempt: [

Surplus : [~

Buysense : [~ | Class ltem in Grouping : |[~

External Service : [

Fixed Asset: [
Fixed Asset Type : vy A
Mandatory Source : [~

4. Click Commodity Fixed Asset Threshold at the bottom of the page.

# Mandatory Source Master Agreement Lines

# Commodity Object & Commodity Fixed Asset Threshold

O

1. Verify the Threshold is set to $1,000, to support the State’s policy.

Commuodity FA Threshold

Commaodity Department Department Hame Threshold

¥ 07T ALL
First Prev Next Last

Save Undo Delete Insert Copy

Department Name :

COMMFAOBJ counter : g

Object Threshold
Delete Inset Copv Paste

+ Commodity

*Commodity : g7117

$1,000.00

-

Paste Search

[

*‘Department : 4] | A

*Threshold : g1 ggo.00

First Prev Next Last

Use the Jump to function to open the FACC table.

1. Inthe Jump to field, enter FACC.

2. Click Go.

Jump to:| FACC & o

Review the capitalization criteria for Fixed Asset Type V.

1. Click Next below the grid.
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Click the record in the grid for Fixed Asset Type V.
Note the Minimum Dollar Threshold is set to $1,000.
4. Note the Minimum Useful Life is set to 5.

Fixed Asset Capitalization Criteria

Fixed Asset Type Department Minimum Dollar Threshold Minimum Useful Life

M ALL $5,000.00 0
H ALL §5,000.00 35
o ALL $5,000.00 1
P ALL 50.00 15
a ALL 3100,000.00 1
R ALL 100,000.00 1
5 ALL $1,000,000.00 5
T ALL §5,000.00 3
W ALL $1,000.00 5
W ALL §5,000.00 30

First Prev Next Last

Save Undo Delete Insert Copy Paste Search

Fixed Asset Type :

[ |

Department: &) |
Minimum Dollar Threshold :|gq gop oo

Minimum Useful Life : ¢

5. Click Home in the Primary Navigation Panel to return to the Home Page.

3.2. Fixed Asset Shell Generation Process

The system generates a Fixed Asset Shell (FAS) document in AFIS for those agencies purchasing and
processing payments through ProcureAZ. It is referred to as a Shell document because it does not
include all required fields, and requires additional user processing before considered complete. The
system’s Fixed Asset Shell Generation offline process creates Fixed Asset (FAS) Shell documents, based
on updates to the Fixed Asset Payment Request (FAPR) table, that result from accepted and fully
disbursed Payment Request (PRCPZ1) documents.

To understand how the FA Shell Generation process is triggered, the payment document’s Fixed Asset
fields that trigger this process are first reviewed. After the payment document is finalized, it can be
looked up on the FAPR table.
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State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-001.3 and represented by Figure 2 below.

1. The Department secures the Asset (capital and/or trackable/portable) following established
State of Arizona best practices. The assets will be recorded using an asset Shell.

2. Referto script AP-TB-009 on how to create a purchase order (POPZ1).

3. Referto script AP-TB-011 on how to create a payment request Commodity based (PRCPZ1)
document.

4. ACH Department refer to scripts AP-TB-015 or AP-TB-016 on how to create a manual (MD) or

automated disbursement (AD).

The General Accounting Office (GAO) will run the mass Shell generation job nightly.

The Department user will finalize the Fixed Asset Shell (FAS) document.

The Department approver reviews the finalized FAS document.

© N o WU

The FAS documents become Final. The Fixed Asset Registry Header, Fixed Asset Registry
Component, Fixed Asset History, and Fixed Asset Accounting Journal are updated.

Figure 2: Shell Generation Process (AM-TB-001.3)

Payment Request Commodity Line

A Payment Request (PRCPZ1) document creates Shells based on the Commodity code. The payment can
reference a Commodity-based purchase order (POPZ1) document.

The General Information tab on the Payment Commodity line contains the Commodity code being used.
As stated in the above section, the Commodity code should be flagged as a Fixed Asset on the COMM
table.
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Multiple Shell is set up as the default on the System Options (SOPT) table; therefore, AFIS creates one
Shell, thereby one FAS document, per the quantity entered on the payment document. For example, if a
user purchases three computers and a quantity of three is entered on the payment document, AFIS
generates three Shell/FAS documents.

1y -C i i )| Dept: 101 ID: STU1-33 Ver: 1 Function: New Phase: Final i
Commeodity Line CL Description Commodity ‘Quantity Line Type
1 Cutters and Shredders (Mowers), Heavy Duty, Flail: Tow Type 60072 1.00000 tem
2 Systems Environmental Monitor for Computer Rooms, Environmen 20385 4.00000 tem
From 1 to 2 Total: 2 Go to line: Go
= List View
General Information | Reference || Fixed Asset Intent Reference | Invoice Information | Agreement Reference || Discount Terms | Additional Amounts | Tax Information ﬂ

D EHFEL AN LB Retainage Terms

Shell Indicator: | Multiple Shell
Fixed Asset Type: E

Shell Generated Date: 10/23/2014

If the Fixed Asset criterion is met, as stated in the previous lesson, and the payment document is
validated and submitted to Final, then the payment needs to be liquidated by a disbursement
document. Once a disbursement (AD, EFT, MD) is in a Final phase, then the Shell Generation job is run.
Shell documents are created in the form of FAS documents. On the payment document, a user is able to
detect that a corresponding Shell was created by a populated Shell Generate Date field, which is on the
Fixed Asset Information tab of the Commodity line.

General Information | Reference | Fixed Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms | Additional Amounts || Tax Information ﬂ

Fixed Asset Information ([E=ElERERE=RE]

Shell Indicator: | Mukiple Shell

Fixed Asset Type: E

Shell Generated Date: 10/23/2014 ‘

Shell Generated Date

For full details on how to create and complete a payment request (PRCPZ1), and on disbursement
documents, refer to the Accounts Payable Training Guide.

Updates to Fixed Asset Payment Request (FAPR)

If a payment document uses a Commodity code that is eligible as a Fixed Asset (by meeting criteria
stated in the previous lesson) and is marked with either a Single or Multiple in the Shell Indicator field,
then a record is loaded to the Fixed Asset Payment Request (FAPR) table. A user is also able to view the
referenced purchase order (POPZ1) of the payment document.

Use either the Page Code or the Jump to fields to access the FAPR table.

52



AFIS | Asset Management

Once inside the FAPR table, a search can be performed to find the payment document.

Flxad Assst Paymant Regusst

Documsnt DocDept DocUnit Doc ld | Doc VLMoo Do CL Moo | Shell Gansratesd Dats
« PRC i STUA1-33 1 1 10232014
PRC 1 FTU1-33 1 2z 1232014

First Prev Next Last

53 Undo Comy  Searcn @ B
= Payment Request Details

Documsnt © o= Commodity © s
Do Dept © g0 @uantityinit : 1 pooon
Deoc Uit : Total Disbursed Amount - 7234 g
Doc M : sTUq-33 acuistion Date © jaozm01e
Do VL Mo © 4 Pending Asset BEA © nzon
Doc CL Mo : Panding Asset Sub B34 :
VendoniCUstomar © yconon000024
Flusd agsst Typs © =

= Purchase Order Details

Document & oo Do VL NGO C 4
Doc Dept @ 409 Do CL N 2
Doc. W - 5T 1 -33

+ Shell Generation Details

Purgs Shell Record : |~ Total @uantiyUinit scquirsd @ 5 o000

Gansrste Muthipls Shell @ = Total @uantrty Discarded © g nonan

Ehedl Ganerated Date © jooz201s Reversed (Unpand) Units © g ooo00
Total Capitalized Amount © 5 qn Rewersed {Unpend) Amount 550

oo

# FAPR Accounting Lines ¥ Cenerated Shell Delalls

Disbursements

Automated Disbursement (AD, EFT) system generated documents or Manual Disbursement (MD)
documents are generated.

Once a disbursement for the payment has been created and is in Final status, the disbursement fields of

FAPR are updated.
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The Disbursement Details section of FAPR displays the associated disbursement document (AD, EFT,
MD) for the PRCPZ1 document. To navigate to the corresponding disbursement document information,
click FAPR Accounting Lines from the FAPR table, and then click Disbursement Lines to view the

associated disbursement document.

Disbursement Details

Disb Document Disb Doc. Dept. Disb Doc.ld Disb Doc. VL No. Disb Doc. AL No. Disb Doc. PL Ho.

+ MD 1M STU1-33 1 1 3
First Prev Next Last

Copy GSearch ¥k
= Payment Request Details

PR Document: ppe PR Doc. VL No.: 4
PR Doc. Dept.: qp9q PR Doc. CL No.: 4
PRDoc.Id: 5Ty q-33 PR Doc. AL No.: 4

@ Disbursement Details

Disb Document: yp Line Amount: 7231 0o
Disb Doc. Dept.: qpq Fiscal Year: 7q15
Disb Doc.Id: g1 1 _33 Budget FY: 7q15
Disb Doc. VL No.: q DebtID:
Disb Doc. AL No.: 4
Disb Doc. PL Ho.: g

b COA Elements Fund Accounting

b COA Elements Detail Accounting

lop

& FAPR Accounting Lines O FAPR Commodity Lines

Refer to the Accounts Payable training guide for more information on disbursements.

Fixed Asset Shell Generation Job

After the disbursement has been finalized, it will be picked up by the Shell Generation job, which is run
nightly. This creates the FAS documents, and leaves them in a Draft phase.

3.3. Researching a FA Shell Document

There are two ways to locate a draft FAS document.

= Check the Document Catalog to search for the FAS document(s)

= Open the FAPR table and search for the payment document
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Locate an FA Shell (FAS) via Document Catalog

Once a payment Commodity line is fully disbursed, the batch process creates the FA Shell, which is

AFIS

| Asset Management

accessible from the Document Catalog. All created Shells are associated with one Department, which is

the Department used when the payment was created, and when identifying the document on the

Document Catalog.

The following are the steps to locate the FAS document through the Document Catalog.

1. Click Search
2. Click Document Catalog
3. Inthe Code field, enter FAS
4,
5.
“*’ for example SHEL*
6.

7. Click Browse

From the Phase drop-down list, select Draft

In the Dept field, enter Dept used when creating the payment
In the ID field, enter the document ID or the document prefix followed by the wildcard of

8. Click the FAS document link under the document ID column. Once the FAS has been located,
proceed to Section 4.4, Complete the FA Shell (FAS) Document topic.

Document Catalog

Create Sk

= Document ldentifier
Code:|fFas
Dept.: 101

P User Information

w Document State

ﬁ Unit :

ID :|gHEL®

First Prev Next Last

Function : - Status : -

Phase: praft
Browse Clear
Open Validate Submit Copy

Code Dept. Unit D Comments Version Function Phase Status Date UserID Amount Active
D FAS 101 SHEL15000006 No 1  Hew Draft Held 10423114 Training $7,231.00 Yes
|:| FAS 101 SHEL15000007 No 1  Hew Draft Held 10423114 Training 55,000.00 Yes
|:| FAS 101 SHEL15000008 No 1  Hew Draft Held 1023114 Training 55,000.00 Yes
|:| FAS 101 SHEL1500000% No 1  Hew Draft Held 10423114 Training 55,000.00 Yes
|:| FAS 101 SHEL15000010 Mo 1  Hew Draft Held 1023114 Training 55,000.00 Yes
[ Fas 101 SHEL15000168 Mo 1 Hew Draft  Held 10/24114 Training $26870.00 “Yes
[ Fas 1M SHEL 1500016% Mo 1 Hew Draft  Held 10/24/114 Training $265670.00 ‘Yes
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Locate an FA Shell via FAPR

Once on the FAPR table, search for the payment document. If there is more than one Commaodity line on
the payment document, then more than one record will appear on FAPR. Please refer to Section 3.2
instructions to locate a payment, in the Updates to Fixed Asset Payment Request (FAPR) topic.

For each record, there are three areas on FAPR used to indicate that a Shell was generated.

* Inthe grid, the Shell Generated Date field is populated
= Inthe Payment Request Details section, the Acquisition Date field is populated
= Inthe Shells Generated Details section, the Shell Generated Date field is populated

The Shells Generated Details section displays compiled information, described below, specific to the
payment document, such as quantity and generation date.

= Purge Shell Record — This flag is used to purge a payment record from the FAPR table. Users
can select the flag once all the generated Shells for a FAPR record have been completed and
accepted or unpended. Once selected, the record will be purged from the table with the next
running of the FAPR Purge batch process.

= Generate Multiple Shell — This is the default option for the State. The field is greyed out.

= Total Capitalized Amount and Total Quantity Acquired - These fields are updated when an FA
Shell (FAS) document is completed and submitted.

= Total Quantity Discarded — This field displays the number of FA Shell documents that have
been discarded from the system. This means that a user has discarded the FA document when
itis in a Draft phase. Discarding a draft FAS document will not be allowed. The unpend
process will be used instead.

= Reversed (Unpend) Units - The quantity or units reversed on a successfully processed Fixed
Asset Shell (FAS) document using the Unpend (FA14) event type.
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= Reversed (Unpend) Amount - The dollar amount reversed on a successfully processed Fixed
Asset Shell (FAS) document using the Unpend (FA14) event type.

Fizsed Assst Payment Ragueast

Document oo Dept  DocUnit | Doc ld Doc Ve Moo | Doc CL No. | Shell Ganerabed Date
- PRC 1 STU1-33 1 1 10232014
PRC 1 STU1-33 1

First Prey Ned Last

10232014

(5]

Sawe Undo Comy  Search b
= Payment Request Details

Cocument © omo Commaodity - znn7e
Doc Dept - 104 Quantityiingt : 4 00000
Do Lhnat Total Disburssd amount & 7254 g
Doc M : 5T 1-33 scquistion Date © 10232014
Do VL MO Panding asset B34 0 qoon
Dz CL Mo - 4 Panding Assst Sub B34 :
VMO LSO oz
Flmad Assat Typs © =

= Purchase Order Details

Document @ oo Doe. VL Mo - 4
Doz Dept - 109 Doc. CL Mo - 4
Doc M - sTianq-33

w Shell Generation Details

Purgs Shell Recond - |~ Total Guantity'Unit scquirsd - g oooo0

Ganarate Muttipls Shedl @ = Totsl Quantrty Discaresd © o oo

Shell Ganerated Dats © 10232014 Rsverssd (Unp=nd) Units @ o o000
Totsl Capitslized Amount : 5o Reverssd (Unpsnd) amount © 5 5

Too

# FAPR Accounting Linss # Senarsned Snell Detalls

To view specific information about an FAS document Shell, click Generated Shell Details.

The sections on the Generated Shell page are listed below.

= The Payment Request Details section displays the payment document identifier information
that created the Shell

= The Fixed Assets Detail section displays the generated Shell document identifier information

= The Generated Shell Detail section is similar to the FAPR’s section that was displayed on the
previous page, except that this information is specific to one Shell (FAS document), whereas
FAPR provides total amounts summing all Commodity lines on a referenced PRC
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Click the FAS document link, under the Generated FAS document column, to view the generated Shell.

Note: In the scenario where there is one payment Commaodity line with a Quantity of 1, only one FAS
document will be created. If the quantity on the payment document is greater than 1, then several FAS
documents are generated, as seen on the next page. For example, if the Quantity on the payment is 10,
then 10 Shells are generated.

Generated Shell

Generated FA Document FA Ho. FA Doc. CL Ho. Capitalized Amount
~ FEAS 101 SHEL1S000006 1 1
First Prev Mext Last

Copy Search ¥k
- Payment Request Details
PR Document : ppe PR Doc. VL No. @ 4
PR Doc. Dept.: 1p4 PR Doc. CL No. : 4
PRDoc.Md: gy 1-33

= Fixed Asset Details
FA Document: Fag FA No.:
FA Doc. Dept.: 109 FA Doc. CL No. @ 4

FA Doc.Id: sHEL 15000008

= Generated Shell Details

Quantity Acquired : Capitalized Amount :
Shell Generated Date : /222014 Reversed (Unpend) Amount :
Shell Discarded Flag: [ Quantity Discarded :
Shell Acceptance Date : Reversed (Unpend) Quantity :

lop

¥ FAPR Commodity Lines

AcTivity 3.3
View the Fixed Asset Shell and its Referenced Documents on FAPR

Scenario
You want to see if a Fixed Asset Shell has been created yet for a payment request document. Navigate to
the FAPR document and search for the payment request.

Setup
v User is logged into the AFIS Home Page.
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Steps
A. Use the Jump to function to open the FAPR table.

1. Inthe Jump to field, enter FAPR.
2. Click Go. A Search window displays.

Document : Doc. CL No.:
Doc Dept: Commaodity :
Doc Unit : Acquisition Date : B
Doc. Id : Shell Generated Date : B
Doc. VL No. :
Ok Clear Cancel
B. Search for your payment document within the table.
1. Inthe Document field, enter PRC.
2. Inthe Doc Dept field, enter your student data card information.
3. Inthe Doc ID field, enter your student data card information.
4. Inthe Doc CL No field, enter 1.
5. Click OK or press Enter on the keyboard.
Document: PRC Doc. CL Ho.: 1
Doc Dept: Commeodity :
Doc Unit : Acquisition Date : B
Doc.ld: STU1-33 Shell Generated Date : E
Doc. VL No.:
Ok Clear Cancel
I:& &) Internet | Protected Mode: Off

C. Review the fixed asset shell information.

1. The payment document displays on the FAPR table. Click the downward facing arrow to
expand all sections.
2. View the Shell Generated Date.
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3. Click FAPR Accounting Lines to transition to the Accounting section of the FAPR table.

Fixed Asset Payment Request

Document Doc Dept Doc Unit Doc. |Id  Doc. VL No.  Doc. CL No.  Shell Generated Date

« PRC 101 5TU1-3.3 1 1 1232014
First Praw Next Last

Save Undo Copy Search W k

¥ Payment Request Details

Document : cR- Commodity : sp072
Doc Dept - 404 Guantity/Unit © ¢ poooo
Dizec Unit : Total Disbursed Amount : 7231 00

De. Id - 5T 1 -32.3 Acquisition Date @ 40222014
Doc. VL Mo 1 Pending Asset B5SA @ gmop
Dze. CL No. - 1 Pending Asset Sub BSA :

Vendor/Customer © wCo000nn0024
Fixed Asset Type : £

= Purchase Order Details
Document : = Doc. VL No. : 4
Doc Dept © ¢ Doc. CL Mo © 4

Doc. d: sTup 1-2.2

= Shell Generation Details

Purge Fhell Record © [~ Total Guantity/Unit Acquired © 5 ooooo

Generate Multiple Shell @ [= Total Guantity Discarded © 5 nooon

| Shell Generated Date : qp/237014 Reversed (Unpend} Units : 5 nonoo
Total Capitalized Amount © 5 oo Reversed (Unpend]) Amount © 5 oo

Top

# FAPR Ac:sm.ﬁrlntria-; Lines 0 Generated Shell Details

D. Review the referenced encumbrance and payment document information.

1. Click the downward facing arrow to expand all sections.
2. View the reference payment in the Payment Request Details section and purchase order
document information in the Purchase Order Details section.
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E.

FAPR table.

AFIS

FAPR Accounting Lines

PR Document PR Doc. Dept. PR Doc.ld PR Doc. VL No.

+ PRC 101 5TU1-33 1
First Prev Mext Last

Copy Search W 3
= Payment Request Details

PR Document : ppr PR Doc. VL No.: 4
PR Doc. Dept. : g9 PR Doc. CL No.: 4
PRDoc. Id: g7 1 -33 PR Doc. AL Ho.: 4

= Purchase Order Details

PO Document : pg PO Doc. VL Ho. @ 4
PO Doc. Dept.: 459 PO Doc. CL Ho. @ 4
PODoc.ld: cTUD 1 -3.3 PO Doc. AL No.: 4

Top

 Disbursement Lineg  °F FAPR Commodity Lines

PR Doc. CL No. PR Doc. AL No.

1

1

Review the referenced disbursement information.

1.

Click the downward facing arrow to expand all sections.
2. View the reference disbursement document information.

| Asset Management

3. Click the Disbursement Lines link to transition to the Disbursement Details section of the
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3. Click FAPR Commodity Lines to transition to the Commodity section of the FAPR table.

Disturssmant Detalls

Disb Document  Désh Doc Dept. | Disb Doc i Dish Doc VL Mo, | Ddésh Doc AL Mo, | Dish Doc PL No.
« MD 1 BTU1-33 1 1 3
First Prev Next Last

Coxyy Searcn wh

» Payment Request Details

PR Document : pec PR Doc VL No.: 4
PR Doc Dept © 4gq PR Doc CLNo.: 4
PR D0 5T 1-33 PR D0C AL No. - q

= Disbursement Details

Disb Documsnt © .o Line amount - 7234 og
Disb Do Dept 401 Fiscal Year © 2915
Disb Do M- 154 -33 Budgst FY - 55
Disb Doc. VL Mo - 4 Debt ID -

Disb Doc. AL No. - 4
Disb Doc. PL No. - 3

= COA Elements Fund Accounting

Fund © gogq object: zi7 OB3A: yg1q
Sub Fund : Subs Object - Sub OB3A
Departmant © 504 Rsvenus Dept Object :
Unit : gq0q Sub Revenus Dept Revenus :
Sul Uinit : B3A
apprunit © 010000 Sub BSA :

» COA Elements Detail Accounting

Ton

# FAPR Accountiing Lines ® FAPR Commodiy Lines

In the Document field, enter PRC.

In the Doc Dept field, enter your student data card information.
In the Doc ID field, enter your student data card information.

In the Doc CL No field, enter 1.

No u oA

Document: PRC Doc. CL No.: 1
Doc Dept: 101 Commeodity :
Doc Unit @ Acquisition Date : B
Doc.ld: STU1-3.3 Shell Generated Date : B
Doc. VL No.:

ﬁk Clear Cancel
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8. Click Generated Shell Details.

Fixed Asset Payment Request

Document Doc Dept Doc Unit Doc. Id Doc. VL No. Doc. CL No. Shell Generated Date
~ PRC 101 STU1-3.3 1 1 122014
First Prev Mext Last

Save Undo Copy Search #B
w Payment Request Details

Document: prC Commodity : so072
Doc Dept: qpq Quantity/Unit : 1 goooo
Doc Unit : Total Disbursed Amount: 7231 gog

Doc.id: 571 1.3 Acquisition Date : 10/23/7014

w

Pending Asset BSA : gzop
Pending Asset Sub BSA :

Doc. VL No.: 4
Doc. CL No.: 4

ndoriCustomer : ;¢ 4
Fixed Asset Type: g

b Purchase Order Details

b Shell Generation Details

op

- FAPR Accounting Lines = Generated Shell Details

AFIS

| Asset Management

9. An FAshell (FAS) is displayed in the grid in the Generated FA Document column.
10. Click Generated Shell Details to review the generated shell information.

Generated Shell

Generated FA Document FA No. FA Doc.CL No. Capitalized Amount

~ FAZS 101 SHEL 15000006 1 1
First Prev Next Last

Copy Search #k
b Payment Request Details

b Fixed Asset Details

+ Generated Shell Details
Quantity Acquired : Capitalized Amount :
Shell Generated Date : /237014 Reversed (Unpend) Amount :

Shell Discarded Flag : [ Quantity Discarded :

Shell Acceptance Date : Reversed (Unpend) Quantity :

Iop
- FAPR Commodity Lines

11. Click Home in the Primary Navigation Panel to return to the Home Page
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Lesson Summary

In this lesson, you:
= |dentified Fixed Asset setup and thresholds
= Listed the Shell Generation Process
= Differentiated between the Fixed Asset Setup and Thresholds tables
= Searched for a Fixed Asset Shell

Check Your Progress

1. Before the payment request (PRCPZ1) is created, which table settings need to be enabled in order to
create a Fixed Asset Shell?

a. Commodity code is flagged as Active and as a Fixed Asset on the Commaodity (COMM) table
Commodity code is setup on the Commodity FA Threshold (COMMFA) table with a dollar
threshold

c. All of the Above

2. Inorder to create a Fixed Asset Shell, which settings need to be enabled on the payment request
(PRCPZ1) document?

a. Commodity Line Type is set to Item

b. Shell Indicator is set to Single or Multiple Shell

c. Line Amount is greater than a set threshold amount
d. All of the Above

3. From the FAPR table, a user can only view the Fixed Asset Shell’s corresponding encumbrance and
payment documents.

a. True
b. False

4. A Fixed Asset Shell is only generated once the payment is disbursed and the Shell Generation job is
run.

a. True

b. False
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4. Acquiring an Asset

Learning Objectives

In this lesson, you will:

= Identify the layout and key fields of the Fixed Asset Acquisition (FA or FAS) document
=  Complete a Fixed Asset Shell (FAS) document

= Create multiple assets using the FA Shell Generation process

* Acquire a standard asset using an FA document

= Record a donated asset using an FA document

= Create a memo asset using an FA document

= Research a Fixed Asset record
Lesson Overview

The Fixed Asset Acquisition (FA or FAS) document is used to record all newly acquired, contributed
(donated), or memo assets. The FA or FAS documents are also used to record information about
improvements (betterment) or additions to existing assets, which is covered in Lesson 5: Maintaining an
Asset.

Lessons 2 and 3 reviewed how to manually create an FA document, and how an FAS document is
system-generated through the Fixed Asset Shell Generation process. This lesson will expand the
concepts of the FA document, and will review FA documents for the standard acquisition of an asset, an
asset donation, a memo asset and multiple assets.

4.1. State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-001 and represented by Figure 3 below.

1. The Department secures the Asset (capital and/or trackable/portable) following established
State of Arizona best practices. The acquisition of the asset can occur immediately after the
payment is generated or after the month end close during the Monthly Fixed Asset
Reconciliation Process.

2. The Department is responsible for the drafting of the Fixed Asset document with FAO1 event
type in CGl Advantage. The Fixed Asset number, Fixed Asset type, procurement information
and additional information as required are recorded on the Fixed Asset Acquisition
document. Any supporting documentation may be attached to the document at this time.
Upon completion of the data entry the Fixed Asset Acquisition document is submitted and
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routed for approval. The following two attributes are established during Step 2: Acquisition
Classification (Memo Asset Contributed and Adjustment) Asset Type (Equipment, Vehicle,
Land, Construction In Progress, etc.).

3. The document and any attached documentation are reviewed as an initial review by an
authorized Department level approver. If the approver determines the document is
inaccurate or has missing/incorrect data, then the document is rejected and returned for
corrections in Step 2. If the approver determines the data is correct, then the document
proceeds to the next step.

4. The FA document final submission updates the Fixed Asset Register (FAR), Fixed Asset
Accounting Journal (JFAAJ), the General Accounting Journal (JACTG) and other associated
tables within AFIS.

Figure 3: Process of Creating a Fixed Asset Acquisition (AM-TB-001)

4.2. FA Document Components

Documents in AFIS are made up of various components. The FA document contains five components
that are accessible from the Secondary Navigation panel. Figure 4 illustrates the relationship between
these.

» Header - Stores text that applies to all components of the FA document.

= Component — Components list specific attributes of each asset component. Components may
be added during the life of the asset. Upon acquisition, there must be at least one component
line.

=  Warranty - Captures the warranty details for the asset selected on the Component portion of
the document.

=  Accounting - Each Accounting Line belongs to a corresponding component line, used to record
COA elements for how each asset component was funded. Upon acquisition, there must be at
least one Accounting Line. Each Accounting Line contains an Event Type.

= Posting - Represents the postings for each Accounting Line. Posting lines can be reviewed
after validation, but are only updated to budgets and ledgers once the document is submitted
to Final status.
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Figure 4: Fixed Asset Document Component Relationship

Header
| From the Component
section select the
Component Line to see vy ¥
the corresponding
Accounting Lines and | Component Component Component
click on ‘Accounting’ Line 1 Line 2 Line 3
from the Secondary |
Navigational Panel
v v
Accounting Accounting Warranty Line | | Warranty Line
Line 1 Line 2 1 2
A
Posting Line Posting Line

Fixed Asset Header

The Header lists general information about the document as well as information that applies to the

asset as a whole versus the individual components of the asset.

The General Information component contains descriptive fields and date information common to most

document Headers. In addition to these common fields are fields for assigning a Fixed Asset Number and

Description. In contrast to other documents, there is an Event Type field in the Header because only one

event type is allowed per document.

—
w Extended Doc Description | Respensibility Center

Composite Assetinfarmation || Infrastructure Maintenance

Fixed Asset Intent Reference

Document Information

Document Hame: | PRISONER TRANSPORT BUS -
Record Date: /|
Budget FY:
Fiscal Year:
Period:
Document Description: | RECORDING OF THE PRISONER -

TRANSPORTATION BUS 8M1/2014 =

Complex/Building: -

Asset Status: |1

Asset Status Name: Active

Auto Generate FA Number:
Prefic
Fixed Asset Number:

Fixed Asset Description:

Document Total:

Final Asset Value:
Event Type:

Memo Asset:

Asset System Humber:

Asset System Description:

Ref Type:

-

4|

1.2 R

STU 10 -

TRANSPORTATION BUS -
PRISONER VEHICLE

$250,000.00
$250,000.00
FAD1T 4|

-

Partial
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Fixed Asset Header — Extended Document Description
This component contains the standard extended description field that is associated with the document.
It is not an extended description for the asset as it is not stored on any asset information tables.

Fixed Asset Header — Responsibility Center Tab

This component contains many of the same Chart of Accounts (COA) fields found normally on the
Accounting Line plus a Custodian. The Custodian field is a means to assign an individual to the asset in
addition to location fields available in a later section. The COA found in this component are available to
record one of two types of information:

= Responsibility for the asset in only a reporting sense

= Actual ownership of the asset in an accounting sense

Fixed Asset Header — Composite Asset Information Tab

This component contains many asset definition fields which serve as defaults to the individual
Components of the asset. A Composite Asset flag exists in this component to identify the asset as one
that will have a single setting of the values and they will not differ at the component level. Many of
these fields control depreciation.

Fixed Asset Header — Infrastructure Maintenance Tab
This component contains two amount fields used to define those assets that will be maintained as
Infrastructure and not depreciated in the same manner as other assets.

Fixed Asset Header — Document Information Tab

This component is common to all documents where fields are shown for who and when a document was
initially created. Two additional fields record who was the last to perform a save on the document and
when that occurred.

Fixed Asset Component

The Component Component lists specific attributes of each asset component. Components may be
added during the life of the asset. Upon acquisition, there must be at least one Component Line.
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Fixed Asset Component — General Information Tab

This component contains descriptive field which are recorded for informational reporting on the
component. Many fields have specific labels which correspond to descriptive information recorded for
particular types of assets, while others contain a generic 'Description #’ label that allows for any State-
specific use.

c , ,

Fixed Asset Number Component Number Component Total Units
STU10-12 1 5250,000.00 1.00000 ]

From 1 to 1 Total: 1 Go to line: Go

= List View
[ NN LA BV Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference F <

Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Humber: | 1 £| Tag Number:
Commodity: | 07117 & Base Asset [v

Units: | 1.00000 Description 1:
Unit of Measure: | EA & Description 2:
. Description 3:

Final Units:
Description 4:

Surface Area:
Description 5

Statistical Units:

Fixed Asset Component — Specification Tab

This component contains descriptive fields regarding the Commodity selected on the Component
General Information component. All the values in this component are entered with information from
the referenced purchase order (POPZ1) that led to the creation of a Fixed Asset

document.

Compaonent General Information Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal

Fixed Asset Intent Reference | Insurance

Manufacturer: Serial Number:
Mfr Part Number: Specification:
Product/Category: Warranty Type: S Year Full Warranty Parts and Labor
Model Number: Industry ldentification:
Drawing: Barcode:
Piece: Commeodity Specs: -

Supplier Part Number:

Weight:
Hazardous Materials: -
Size:
Vehicle Year: | 2014
Vehicle Make: FORD
PermitsiCertifications: -
Vehicle Model: | TRANSPORT XvZ
VIN: | 123456 ABCDEF12483 s
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Fixed Asset Component — Acquisition Details Tab

This component contains fields to capture acquisition details. Many are pre-populated with information
from the disbursement that led to the creation of a Fixed Asset Shell document. The Acquisition Method
must be added manually.

Component General Information | Specifications EUIENOEVEEIEN Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details

ixed AssetIntent Reference | Insurance
Acquisition Date: | 08/01/2014 B Vendor: | AAN15265 ﬁ\
Acquisition Method: | PURC 3‘ Vendor Hame: A AND K TRANSPORTATION INC
Purchasing Authority: Alias/DBA:

Memao Disposal Value: | 0.00

Fixed Asset Component — Component Location Details Tab

This component contains the same location information as the Header for recording such details at a
component that may be located at a different location as not all components may be physically attached
to one asset.

nt General Information | Specifications | Acquisition Details |eGIRIGEL ISR NLRVCGTEN Component Classification | Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details

ssetIntent Reference || Insurance
Location: | 1104 4| Sub Location: 2|
Address 1: Complex / Building: -
Address 2
City: )L
State: Parcel ID:
Zip: Floor:
County: Section:
Country: Room:
Longitude: Cubicle Number:
e Altitude/Elevation:

Fixed Asset Component — Component Classification Details Tab

This component contains many of the same fields found on the Header for asset definition that will
control depreciation. Other fields include the Fixed Asset Classification field, which controls how the
asset is recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that
will be used for the asset.

General Information | Specifications | Acguisition Details | Component Location Details |[ESaulGhENEMEEE &M Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details
Fixed AssetIntent Reference | Insurance
Fixed Asset Classification: Adjustment BSA: 0811
Fixed Asset Catalog: | 1556-70 & Sub BSA:
Fixed Asset Type: &| O0BSA: 3610
Fixed Asset Group: | 1555 | SUOBSAS
Accum Depr BSA: 0865
Useful Life: 7
Accum Depr Sub BSA:
In Service Date: 08/01/2014 B
Out-of-Service Date: =
Received Date: =

70



AFIS | Asset Management

Fixed Asset Component — Cost, Valuation, and Depreciation Tab

This component contains several information fields for reporting needs, additional fields to control
depreciation, and amount fields to display an amount for the component prior to and after closing costs
are accounted for.

Appraisal Date:

Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification FAPR Reference | Internal Sale Details
Fixed Asset Intent Reference | Insurance
Closing Costs: | 30.00 Component Total: $250,000.00
Salvage Value: 5250.00 Final Component Value: $250,000.00
Valuation Date: E Depreciation Method: Straight Line -
Valuation Amount: Depreciation Structure: Responsibiity Center
Replacement Date: Replacement Type: -
Trade-In Credit: Asset Being Replaced: il

Replaced Asset Description:

Appraiser Name:
Options to Purchase Property:

Deed Information:

Fixed Asset Component — Fixed Asset Payment Request Tab
This component contains document information for the Payment Request that led to a component.

Fixed Asset Component — Internal Sale Details Tab

This component contains fields identifying the previous asset number and component of a component
sold internally. Amounts are also displayed to provide details on the sale that originated in the Internal
Disposition.

Fixed Asset Component — Insurance Tab
This component contains fields identifying the insurance related information for the asset.

Component General Infarmation | Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details
ed AssetIntent Reference
NAIC Code: 2\ Policy Number:
Name: Policy Term Start: |
Address 1: Policy Term End: i
Address Z: Policy Extended End: /|
City: Type of Coverage: &
State: Coverage Limits:
County: Premium:
Country:
Zip:
Insured Value:

Auto Apply Functionality

The Auto Apply button is found on all Fixed Asset documents, except the FA, FAS, and FRM documents.
It is located on the Header and Component components of each document.

Once a user enters the Fixed Asset Number on the document, click Auto Apply to transfer information
into the document from the Fixed Asset Registry tables. This functionality saves data entry, by auto
populating fields.
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A user clicks the Auto Apply button on the document Header to infer the component and Accounting
Lines associated with the selected Fixed Asset Number. When users modify or cancel an asset, they will
have the option of modifying or canceling only a single component or the entire asset, which includes all
components associated with the Fixed Asset Number. To modify or cancel the entire asset, users can
Auto Apply information at the Header line. If users only want to modify or cancel a component, they
should Auto Apply information at the Component line.

Fixed Asset Warranty

This component captures the warranty details for the asset selected on the Component portion of the
document.

Narranty
FA Warranty Type: | MANUFACTURERS 3 | Warranty Vendor Code: 3 |
Wanufacturer's Warranty Warranty Vendor Name:
Warranty Agreement Number: | STU 410-12 Warranty Address ID: 3|
Warranty Description: o Warranty Address 1:
Warranty Address 2:
Warranty City:
Warranty Years: 5
Warranty State Code: &
Warranty Months: &0
Warranty State:
Warranty Start Date: | 02/01/2014 |
Warranty Zip Code:
Warranty Expiration Date: | [7/31/2024 B
Warranty County Code: &
Warranty County:
Warranty Country: &
Warranty Vendor Contact Code: i.
Warranty Vendor Contact Name:

Fixed Asset Accounting

The FA Accounting component lists the Chart of Accounts (COA) details for how each asset component
was funded. Upon acquisition, there must be at least one Accounting Line.

Accounting Lines are not just who funded an asset, but can also be who ‘owns’ or is ‘responsible’ for an
asset. The distinction between the two is based on the Responsibility Center Posting value, found on the
Accounting Line. If set to No then the COA of the Accounting Line records not only the funding source of
the component but also who is responsible in an accounting sense because the asset account is
recorded with those COA. If set to Yes, then the COA at the Accounting Line only records who funded an
asset. The COA in the Responsibility Center component of the Header are overlaid onto the Accounting
Line COA at the Posting Line level to record who is responsible for the component in an accounting
sense.
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Fixed Asset Accounting — General Information Tab

This component contains descriptive fields and date information common to most document Accounting
Lines. In addition to these common fields are fields for defining a Funding Fiscal Year and Budget Fiscal
Year for reporting purposes. The Event Type field in this component is protected as it defaults from the
Header. The Responsibility Center Posting field exists in this component to record the default value from

the Fund table or record a manually entered value when allowed by the Fund table.

Accounting Line Line Amount Event Type Responsibility Center Posting
1 5250,000.00 FAQ1 Yes m
From 1 to 1 Total 1 Go to line: Go
= List View
[EOE E anF IOl References | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting n
Event Type: FAD Budget FY:
Accounting Template: | Fiscal Year:

Line Description: e Period:
Funding Fiscal Year: | 2015
Funding Budget FY: | 2015
Line Amount:  $250 000.00 Responsibility Center Posting: Yes =
Internal 5ale GainiLoss Amount:

Historic Asset Cost:

Accum Depr Amount: 50.00

Fixed Asset Accounting — References Tab

This component includes references to a Purchase Order (POPZ1), Payment Request, and Disbursement
Document that led to the acquisition of an asset. The component is automatically completed if the
document is generated from the Fixed Asset Shell Generation process. When the Disbursement
Document information is populated, the COA in the Fund Accounting and Detail Accounting components
must match that of the Disbursement Accounting Line. The reason for this is that the Pending Asset
Account recorded during the disbursement must be backed out using the same COA.

Fixed Asset Accounting — Fund Accounting Tab

This component contains the COA fields common to the component as found on other documents. Two
additional fields for the Pending BSA and Pending Sub BSA exist as protected fields to display the values
used on the Disbursement in the References component. The document will use them to back out the
pending account.

General Information | References | Fixed Asset Intent Reference Detail Accounting
Fund: | 5010 | Object: | OBSA: 4|
Sub Fund: | Sub Object: | Sub OBSA: |
Department: | 110 4 Revenue: 4 Pending BSA:
Unit: | 0110 ﬁl Sub Revenue: ﬁl Pending Sub BSA:
Sub Unit 4| BSA: 4| Dept Object: &
Appr Unit: | 1100000 ) Sub BSA: 4| Dept Revenue: 2|
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Fixed Asset Accounting — Detail Accounting Tab
This component contains the COA fields common to the component as found on other documents.

General Information | References | Fixed AssetiIntent Reference | Fund Accounting
Location: ﬁ | Reporting: ﬁ | Major Program:
Sub Location: 4 Sub Reporting: 4| Program: &
Activity: & Task: | Phase: &
Sub Activity: 4 Sub Task: 4| Program Period: &
Function: 4| Task Order: 4|
Sub Function: &\

Fixed Asset Posting Component

The Posting Component of the document lists the system-generated details used to recognize the
financial impact of a specific Accounting Line. If a Fixed Asset document has an accounting impact, the
system uses the posting line information to update the Fixed Asset and General Accounting journals and
other accounting tables. The fields and components on this page are like those of other documents with

the addition of a component to provide the Fixed Asset Number and Component Number.
Fasi _

Line Function Debi.l Posti.ng Debit Posli.ng Name Debit Amount .
Credit Posting Credit Posting Hame Credit Amount
: ST Fo02 Fixed ﬁ.\ssei $250,000.00
Fo12 Net Adjto FA $250,000.00
= List View
Asset Information | Fund Accounting | Detail Accounting ﬂ
Run Time/Date: 10/222014 Budget FY: 2015
Record Date: 10/21/2014 Fiscal Year: 2015
Journal Posting: Mot Ready Period: 4
Budget Posting: Not Ready Post Pair ID: E
Bank Account: Line Amount: $250,000.00
BSA Type Indicator: Asset Posting Amount: $250,000.00
0BSA Type Indicator: Eguity Closed Amount: $0.00

4.3. FA Document Data Entry

Each FA document component requires information and/or verification. This topic describes the data
entry requirements for FA documents. To create a manual Fixed Asset Acquisition document, use the
Document Catalog.

Navigate Between Document Components

To navigate within a document, a user can either click the component name at the bottom of the
document, or use the Document Navigator. The Document Navigator will be used in this training guide.

Fixed Asset Header

The Header component lists general information about the document, as well as information that
applies to the asset as a whole, versus the individual component lines (located in the Component
component) of the asset.
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Fixed Asset Header - General Information Tab

The General Information tab contains descriptive fields and date information common to most
document Headers. In addition to these are fields for assigning a Fixed Asset Number and description.
Unlike other documents, the Event Type field is located in the Header, since only one event type is
allowed per FA document.

The following fields in the General Information tab are used in AFIS.

= Document Description — A description is required for this document.

= Prefix - When associated with an Auto Fixed Asset Numbering record, it is the prefix of up to 4
characters and numbers that will appear at the beginning of a generated Fixed Asset number
with that prefix. (Note: the Fixed Asset number must be a unique number Statewide. Suggest
prefixing agency assets with the first two letters of the agency code. When using auto
numbering enter the two letter agency code in the prefix field. For example for ADOA, enter
“AD".)

=  Auto Generate FA Number - When selected, this field creates a system-generated Fixed Asset
Number with Event Type of FAOL. This check box should not be selected for betterments,
which are added to an existing asset.

= Fixed Asset Number — This number is filled in, if not using the Auto Generate FA Number.
= Fixed Asset Description - This is an optional field used to describe the asset.

= Event Type - Will default to FAO1 (Acquire a Fixed Asset). Users may override the default
Event Type code to accommodate different business functions. Refer to Table 3: Allowable
Event Types for Fixed Asset Documents.

= Memo Asset - Assets that may be tracked as part of the asset inventory without any net
accounting impact by flagging the asset as Memo in the Header. Memo assets have no net
accounting impact and may be used to record assets and stewardship items that do not meet
capitalization threshold requirements. This field flags the asset as a Memo on Fixed Asset
tables such as FARHDR, FARCOMP and FARACTG.
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Several amount fields appear on the General Information tab, which do not require data entry. The
Document Total is the total dollar amount of the FA document. If an FA document updates the asset
acquisition cost, the Final Asset Value reflects the updated amount. This is the summarized amount for

all asset components.

=T

L CIRD BNV Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance | Fixed Asset Intent Reference | Document Information|

Auto Generate FA Number: [

Document Hame: | PRISONER TRANSPORT BUS

Prefix:
Record Date:
E Fixed Asset Number: | ©TU 10 - 1.2 &
s

Budget FY:
Fixed Asset Description:  TRANSPORTATION BU

Fiscal Year: PRISONER WEHICLE

Period:

Document Description: | RECORDING OF THE PRISONER e Document Total: $250,000.00
TRANSPORTATION BUS 8/1/2014 -
Final Asset Value: $250,000.00
Complex/Building:
Event Type: Falil a|
- Memo Asset: [

Asset Status: || | Asset System Number: |

Asset Status Name: Active Asset System Description:

Fixed Asset Header - Responsibility Center Tab
The Responsibility Center tab contains many of the same COA fields found on the Accounting Line, in
addition to the Custodian field that is used to enter who is responsible for the asset. The COA elements

found in this tab record information for either:

1. Responsibility for the asset in only a reporting sense
2. Actual ownership of the asset in an accounting sense

The distinction between the two is based on the Responsibility Center Posting value, found on the
Accounting Line. If set to No, then the COA elements of the Accounting Line record not only the funding
source of the component, but also who is responsible in an accounting sense. If set to yes, then the COA
at the accounting line records only who funded an asset purchase. The COA in the Responsibility Center
tab of the Header will override the Accounting Line, at the posting line level, to record who is
responsible for the component in an accounting sense. The default for the Responsibility Center Posting

field is blank.
The following fields in the Responsibility Center tab are used in AFIS.

= Fund - the identification code associated with a fund record

= Department - an identification code assigned to a central organizational level element where
the decentralized structure is set

= Unit - an identification code assigned to the lowest organizational level in the main
organizational structure
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=  Appr Unit - an identification code assigned to a single appropriation unit

w

General Information | Extended Doc Description Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: 1. Revenue: i' Task: ﬁ.
Accounting Template: 1. Sub Revenue: i' Sub Task: ﬁ.
Fund: | 5010 & Dept Object: | Task Order: |
Sub Fund: i' Dept Revenue: i' Major Program:
Department: | 110 & Activity: & Program: i)
Unit: | 0110 | Sub Activity: 4 Phase: an|
Sub Unit; 4| Function: 4| Program Period: &
Appr Unit: | 1100000 & Sub Function: & Location: i)
Object: | Reporting: 4 Sub Location: A
Sub Object: & Sub Reporting: & Assignee Employee
Number:
Assignee Employee
Name:

Fixed Asset Header - Composite Asset Information Tab

The Composite Asset Information tab contains many asset definition fields that serve as defaults to the
individual asset component lines. The Composite Asset flag is used to identify if the asset has a single set
of values (not differing at the Component level). This is typically used when processing an Infrastructure
asset. Many of these fields control depreciation. Do not populate this tab on the Header, if you have
multiple Component lines and do not want them to depreciate from the Header level values.

The following fields in the Composite Asset Information tab are used in AFIS.

= Composite Asset - Value is inferred from the FA Header and identifies whether the asset
should be treated as a composite asset for depreciation purposes. Composite assets are
depreciated based on Header-level depreciation attributes.

= Fixed Asset Catalog - Upon clicking Save, the Fixed Asset Type, Fixed Asset Group,
Depreciation Method and Useful Life fields to be inferred from Fixed Asset Catalog (FACLG)
table.

= Fixed Asset Type - Examples include: Buildings, Equipment, Land, and Vehicles. These values
are stored in the Fixed Asset Type (FATP) table.

= Fixed Asset Group - This field further classifies this asset and is filtered by the Fixed Asset Type
entered. These values are stored in the Fixed Asset Group (FAGRP) table.

= Depreciation Method - Valid options: Not Applicable, Straight Line, Manually Computed, and
Modified. If the asset type is not depreciable, select Not Applicable.

= Useful Life - This field is required if the asset type is depreciable. The Depreciation Indicator is
selected on the Fixed Asset Type (FATP) table. Useful Life is not allowed if the Fixed Asset
Type is not depreciable. Enter the estimated useful life of this asset as a positive integer
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expressed in years. Useful Life is used in depreciation calculations to apportion total
depreciation to each year of an asset's useful life.

= Acquisition Date - This date represents the date the capitalized goods or services were
acquired or received.

= In Service Date - The date the asset was entered into service.

Depreciation Method:
Useful Life:

Asset Impairment:

-

General Information | Extended Doc Description | Responsibility Center | uhidn Gt gl lank il (nfrastructure Maintenance | Fixed Asset Intent Reference | Document Information

Composite Asset: | Acquisition Date: |
Fixed Asset Catalog: i In Service Date: E
Fixed Asset Type: 4| Out-of-Service Date: ]

Fixed Asset Group: & Depreciation Structure: -
Valuation Date: B3

Summary Valuation Amount: $0.00

Summary Salvage Value

Hew Salvage Value:

: §250.00

Fixed Asset

The Component of the FA document lists specific attributes of each asset component. Upon asset

acquisition, there must be at least one component line. Components may be added during the life of the

asset.

Fixed Asset Component - General Information Tab
The following fields in the General Information tab are used in AFIS. Users need to select Insert New

Line, before entering information in this tab.

78

Component Number - Each component line should have a unique number (for example: 0001,
0002, etc.).

Commodity - The identification code is assigned to the Commodity. See the Commodity
(COMM) table for valid values that are marked as Fixed Asset related.

Units - The number of units being acquired is listed.

Unit of Measure - The identification code is assigned to the unit of measure. See the Unit of
Measure (UOM) table for valid values.

Base Asset - This field is automatically selected on new assets.

Extended Document Description - This is a 1,500 character text field to provide additional
information about the Commodity or asset.
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(TR E s (Bl Specifications || Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Interr
Fixed Asset Intent Reference | Insurance
Component Number: | 1 ﬁl Tag Number:
Commeodity: | 07117 & Base Asset: [V
Units: | 1.00000 Description 1:
Unit of Measure: |EA & Description 2:
. ) Description 3:
Final Units:
Description 4:
Surface Area:
e ) Description 5:
Statistical Units:
Proj 1D:
Statistical UOM: & perty
Property Description: -
Plat Number:
Survey Data: - il
Extended Description: -
Decal ID: AR

Fixed Asset Component - Specification Tab
The Specification tab contains descriptive fields regarding the Commodity selected. All the values in this
tab are entered from the referenced purchase order (POPZ1).

Note: Users must complete required fields for IT assets. Please see the IT specific requirements located in
the appendix.

Compenent General Information RIS NWEN Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal

Fixed Asset Intent Reference | Insurance

Manufacturer: Serial Number:
Mfr Part Number: Specification:
Product/Category: Warranty Type: S Year Full Warranty Parts and Labor +
Model Number: Industry Identification:
Drawing: Barcode:
Piece: Commeodity Specs: -

Supplier Part Number:

Weight:
Hazardous Materials: -
Size:
Vehicle Year: | 2014
Vehicle Make: | FORD
PermitsiCertifications: -

Vehicle Model: | TRANSPORT XvZ

VIN: | 123456ABCDEF12483 -

Fixed Asset Component - Acquisition Details Tab
The following fields are located in the Acquisition Details tab and are used in AFIS.

= Acquisition Date - represents the date the capitalized goods or services were acquired or
received

= Acquisition Method - used to note how the asset was acquired

= Vendor - inferred from the referenced payment document

= Vendor Name - inferred from the vendor number
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Component General Information | Specifications |EESGIENNVIEVIETEE Component Location Details | Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details

Fixed Asset Intent Reference || Insurance
Acquisition Date: | 03/01/2014 = Vendor: | AAN15265 2|
Acquisition Method: | PURC & Vendor Name: A AND K TRANSPORTATION INC
Purchasing Authority: AliasiDBA:

Memo Disposal Value: $0.00

Fixed Asset Component - Component Location Details Tab
The Component Location Details tab contains the location information for a component. To enter a
location, enter it on the Location field or select it from the pick list.

Component General Information | Specifications | Acquisition Details |EeduREGELIRIEIGIEEIEE Component Classification | Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details

Fixed Asset Intent Reference | Insurance
Location: | 1104 & Sub Location: Al
Address 1: Complex i Building:
Address 2:
City: =
State: Parcel ID:
Zip: Floor:

County: Section:

Country: Roone

Longitude: Cubicle Humber:

Altitude/Elevation:

Latitude:

Fixed Asset Component - Component Classification Tab

The Component Classification tab contains many of the same fields found on the Header that control
depreciation for Composite Fixed Assets. Other fields include the Fixed Asset Classification field, which
controls how the asset is recorded for accounting purposes, as well as fields to record the Balance Sheet
Accounts that will be used for the asset.

The following fields in the Component Classification tab are used in AFIS.

= Fixed Asset Classification - Manually entered assets are usually entered as an Adjustment.
Options include the following:

o Contributed - The offset balance sheet updates the Contributed Offset Balance Sheet
Account defined by the Fixed Asset Type (FATP).

o Adjustment - The offset balance sheet updates the Net Adjustment Asset BSA defined by
the posting code. If there is no reference information (payment and disbursement), then
select this option.

o Memo - The balance sheet updates the Memo Balance Sheet Account defined by the asset
type on FATP. Fixed Asset memo balances are carried forward from year to year until the
asset is disposed, unlike the memo accounts on the Balance Sheet Account table that are
temporary.

o Normal - This option is only used on Shell-generated FAS documents. Do not use this option
if manually creating an FA document.

= The following fields are identical to those on the Header component, Composite Asset
Information tab. If specifying this information for different component lines, this information
should be entered on the Component component.
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Fixed Asset Catalog

Fixed Asset Type — infers from the FA Catalog
Fixed Asset Group — infers from the FA Catalog
Useful Life — infers from the FA Catalog

In-Service Date

Component Gene

eral Information | Specifications | Acquisition Details | Component Location Details (eI EIRRER =l M Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Detail

Fixed Asset Intent Reference | Insurance
Fixed Asset Classification: Adjustment - BSA: 0811
Fixed Asset Catalog: | 155670 & Sub BSA:
Fixed Asset Type: |V & OBSA: 3610
Fixed Asset Group: | 155 ﬁu Sub OBSA:

Accum Depr BSA: 0385
Useful Life: |7

) Accum Depr Sub BSA:
In Service Date: 08/01/2014

Received Date:

=
Out-of-5ervice Date: =R
=

Fixed Asset Component - Cost, Valuation & Depreciation Tab
The Cost, Valuation & Depreciation tab contains several fields for reporting needs, to control

depreciation, and amount fields.

The following fields in the Cost, Valuation & Depreciation tab are used in AFIS.

Salvage Value - This is an estimate of the asset's resale or scrap value at the end of its useful
life. The portion of the asset represented by Salvage Value is not subject to depreciation. This
is inferred based on the applicable Fixed Asset Catalog.

Depreciation Method — This field contains options including: Straight Line, Manually
Computed, Modified and Not Applicable. The only depreciation method supported for
automated depreciation is Straight Line. Modified can only be used when the asset is flagged
as a Composite Asset on the Header. This will infer from the Fixed Asset Catalog.
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= Depreciation Structure - This field is required if the asset type Depreciation Indicator is
selected on the Fixed Assets Type (FATP) page. This indicates which Chart of Accounts
elements should be used on the depreciation posting lines. Valid values are Not Applicable,
Funding Line, and Responsibility Center. Responsibility posting must be allowed on the Fund
table for the specific fund and must be consistent with the selection in the responsibility
center posting field on the Accounting tab, General Information tab.

Component General Information | Specifications | Acguisition Details | Component Location Details | Component Classification |[[RSRUETET RN EEGGIE FAPR Reference | Internal Sale Details

Asset Intent Ref

nce | Insurance

Closing Costs: | 50.00 Component Total: $250,000.00
Salvage Value: | 525000 Final Component Value: $250,000.00
Valuation Date: B Depreciation Method: Straight Line -
Valuation Amount: Depreciation Structure: Responsibiity Center «
Replacement Date: i) Replacement Type: -
Trade-In Credit: Asset Being Replaced: il
Appraisal Date: = Replaced Asset Description: -

Appraiser Hame:
Options to Purchase Property:

Deed Information:

Fixed Asset Warranty

The Warranty section tracks the warranty of an asset. This component captures the warranty details for
the asset selected on the Component component of the document. If a Warranty is already set up in
AFIS on the FA Warranty Type (FAWTYP) table, use the pick list to select it. If the warranty is not already
set up on the FA Warranty Type (FAWTYP) table, enter the warranty information on the FA document

and submit it to final. Once it is final phase, a new record is inserted on the Fixed Asset Warranty
(FAWR) table.

FA Warranty Type: | MANUFACTURERS i | Warranty Vendor Code: ﬁ |
Manufacturer's Warranty Warranty Vendor Name:

Warranty Agreement Number: | STU 110-1.2 Warranty Address ID: £|
Warranty Description: o Warranty Address 1:

Warranty Address 2:

Warranty City:
Warranty Years: |5
Warranty State Code: &
Warranty Months: &0
Viarranty State:
Warranty Start Date: | 08/01/2014 /|
Warranty Zip Code:
Warranty Expiration Date: | 07/31/2024 E
Warranty County Code: ﬁ |

Warranty County:

Warranty Country:

5 [

Warranty Vendor Contact Code:

Warranty Vendor Contact Name:
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Fixed Asset Accounting

The Accounting component records the Chart of Accounts (COA) information used when posting the
document to the ledgers, and performs updates to the applicable budgets. Upon acquisition, there must
be at least one Accounting Line. If there is more than one funding source (for example, federal and
state), enter multiple Accounting Lines for each source.

Note: For FAS document Shells, two Accounting Lines are created automatically if two accounting lines
are provided on the payment request document. Refer to the Component 4.4, Complete the FA Shell
Document topic for more information.

The General Information tab contains descriptive fields and date information common to most
document Accounting Lines. In addition to these fields, there are fields for defining a funding fiscal year
and budget year for reporting purposes.

Users are required to create a new Accounting Line before entering information in this component.
The following fields in the General Information tab are used in AFIS.

= Event Type — Used to signify what posting codes will be used, and also bring in specific data
entry rules for referenced transactions, customer codes, vendor codes, and all defined Chart
of Accounts elements. The Event Type field in this component is protected as it defaults from
the Header component.

= Accounting Template — Simplifies accounting information entry. Accounting templates
provide the ability to save frequently used COA data for use in subsequent document creation.
These templates are used to populate fund and detail accounting elements on documents. If
an accounting template is not used, enter the COA information in the Fund Accounting and
Detail Accounting tabs of the document.

= Line Amount — This field contains the asset value in a dollar amount.

= Funding Fiscal Year — The Accounting Fiscal Year associated with the funding used to acquire
an asset.

* Funding Budget Fiscal Year — The Budget Fiscal Year associated with the funding used to
acquire an asset.
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= Responsibility Center Posting — This flag indicates whether the fund can use the responsibility
center posting functionality. It must be flagged if the depreciation structure is “Responsibility
Center” on the component tab, Cost, Valuation and Depreciation component.

1 5250,000.00 FAM Yes
From 1 to 1 Total 1

CEOE ekl References | Fixed AssetIntent Reference | Fund Accounting | Detail Accounting

Accounting Line Line Amount Event Type Responsibility Center Posting

B @

Go to line: Ge

= List View
a

Event Type: FAN Budget FY:
Accounting Template: ﬁl Fiscal Year:
Line Description: - Period:

Funding Fiscal Year: | 2015

Funding Budget FY: | 2015
Line Amount: 5250 000.00 Responsibility Center Posting: Ves
Internal Sale Gain/Loss Amount:

Historic Asset Cost:

Accum Depr Amount: 30.00

Fixed Asset Accounting - Fund Accounting Tab

The Fund Accounting tab contains COA elements. Table 4 describes the COA elements found in the Fund

Accounting tab.

Table 4: COA Elements on Fund Accounting Tab

Chart of Accounts | Notes
(COA) Element
Fund Required COA
Object Not required COA
Department Required COA
Unit Required COA
Appr Unit Required COA
General Information | References | Fixed Asset Intent Reference Detail Accounting
Fund: 5010 | Object: | OBSA: 4|
Sub Fund: 4 Sub Object: 4 Sub DBSA: 4
Department: | 110 4| Revenue: 4| Pending BSA:
Unit: | 0110 | Sub Revenue: 4| Pending Sub BSA:
Sub Unit: 4| BSA: 4| Lo |
Appr Unit: | 1100000 4| Sub BSA: 4| LERHETEITE 2|
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Fixed Asset Posting

The Posting component lists the financial impact of a specific Accounting Line. User entry in this
component of the document is not required. Each Accounting Line has its own posting line. Users can
click the eye icon to view posting details after the document has been validated, as discussed in the
Document Validation and Submission section, below.

The Fund Accounting and Detail Accounting tabs contain specific Chart of Accounts elements, for this
document.

If a Fixed Asset document has an accounting impact, the system uses the posting line information to
update the Fixed Asset, general accounting journals, and other accounting tables.

| Posting il Lines: gl B

Debit Posting Debit Posting Name Debit Amount

e A Credit Posting Credit Posting Hame Credit Amount

Fo02 Fixed Asset $250,000.00

. &
1 Non-Standard Foi2 Net Adjto FA $250,000.00

From 1 to 1 Total: 1 Go'to line: Go

Document Validation and Submission

When a user clicks the Validate button, the system will check for errors on the document. If any errors
exist, the user should correct the errors and click the Validate button again. If the validation is
successful, the following message displays in the upper left corner of the screen: "Document validated
successfully."

After validation, a user may navigate back to the Header to view the auto-generated Fixed Asset
Number for those FA Documents with an Event Type of FAQ1. Betterments (Event Type of FA02) do not
generate a new Fixed Asset Number, as they are bettering an existing asset, which already has a Fixed
Asset Number.

After any errors are resolved, the user should click the Submit button to submit the document for
approval. If the submission is successful, the following message displays in the upper left corner:
"Document submitted successfully - Pending Approval."

4.4, Complete the FA Shell Document

Once the FA Shell document has been located, a user must process it further, completing some but not
all required fields. Upon opening the FAS document, be sure to click Edit in order to complete the fields
on the FAS document.

The fields required in a Fixed Asset Shell are the same as those fields required when manually creating
an FA document. However, some fields on the Fixed Asset Shell are inferred from the payment, and will
not need to be entered by the user. All Shell documents will automatically populate certain fields on the
FAS document’s Accounting Line.
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Note: Please see FAS Pre-Populated Fields located in the Appendix of the training guide.

Refer to the Manual Fixed Asset Document topic for specific FA field functionality.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-001.3 and represented by

Figure 5 below.

1. The Department secures the Asset (capital and/or trackable/portable) following established
State of Arizona best practices. The assets will be recorded using a Fixed Asset Shell (FAS)
document.

2. The Department creates a Purchase Order (POPZ1) document. Refer to script TB-AP-009 on
how to create a purchase order.

3. The Department creates a Payment Request (PRCPZ1) document. Refer to script TB-AP-011
on how to create a payment request Commodity based (PRCPZ1) document.

4. The Department creates the Warrant. ACH Department refer to scripts TB-AP-015 or TB-AP-

016 on how to create a manual (MD) or automated disbursement (AD).

GAO will run the mass Shell generation job nightly.

The Department will finalize the FAS documents.

The Department approver will review the finalized FAS document.

The FAS documents are submitted. The Fixed Asset Registry Header, Fixed Asset Registry

component, Fixed Asset History, and Fixed Asset Accounting Journal are updated.

© N oW

Figure 5: Shell Generation Process (AM-TB-001.3)

86



AFIS | Asset Management

Step 4
Create the Payment
(refer to script TB-
AP-015)

Step 6
Finalize FAS
documents

Step 8 -
Submit

Fixed Asset Shell Header

Complete the General Information tab by entering or verifying values in the fields listed below.

Document Description — A description is required for this document.

Prefix - When associated with an Auto Fixed Asset Numbering record, it is the prefix of up to 4
characters and numbers that will appear at the beginning of a generated Fixed Asset number
with that prefix. (Note: the Fixed Asset number must be a unique number Statewide. Suggest
prefixing agency assets with the first two letters of the agency code. When using auto
numbering enter the two letter agency code in the prefix field. For example for ADOA, enter
“AD”.)

Auto Generate FA Number - Select along with your agency prefix to allow a system-generated
Fixed Asset Number to be created with an Event Type of FAOL. Do not select this for
betterments, which are added to an existing Fixed Asset Shell. You can also manually enter a
FA number instead.

Fixed Asset Number — This number is filled in, if not using the Auto Generate FA Number
process.

Event Type - Verify this field defaults to FAO1.

Fixed Asset Description — Description of the asset.

Complete the Responsibility Center by entering or verifying values, in the fields listed below.

Fund

Department

Unit

Appropriation Unit
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Fixed Asset Shell Component

Fields on the General Information tab, including the Component Number, Commodity code, Units and
Unit of Measure fields are inferred from the payment.

Complete the Component General Information tab, by entering additional values as desired.

Complete the Specifications tab by entering the Manufacturer, Model Number and Serial Number fields,
if applicable to the asset. The Commaodity Specs field provides the property number provided on the PO
or Payment Request (PRCPZ1) entered in ProcureAZ. Complete the Acquisition Details tab by entering
the Acquisition Method. The Vendor is inferred from the payment document.

Complete the Component Location Details tab by entering the Location to select where the asset will be
housed.
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Complete the Component Classification tab by entering or verifying the values in the fields listed below.

*  Fixed Asset Classification - this value is automatically set to Normal
* Fixed Asset Catalog
= In Service Date

Complete Cost, Valuation, & Depreciation tab by selecting a funding line or responsibility center for the
depreciation structure.

Review the FAPR Reference tab. These fields are the document identifier information from the
referenced payment document.

Fixed Asset Shell Accounting

The Accounting component information is inferred from the payment document and cannot be
changed. Review the References tab. These fields are the document identifier information from the
referenced encumbrance, payment, and disbursement documents.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the Validate
button again. If the validation is successful, the following message displays in the upper left corner of
the screen: "Document validated successfully."

Upon validation, the Fixed Asset Number on the Header component is auto generated and assigned, if
auto generation was selected.

After any errors are resolved, click the Submit button to submit the document for approval. If the
submission is successful, the following message displays in the upper left corner: "Document submitted
successfully - Pending Approval."

AcTiviTY 4.4
Complete FA Shell

Scenario
You want to complete the FA shell for a copier purchase. Navigate to the FAPR table. Open the FAS
document, and populate the necessary fields to validate and submit the FAS document.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Use the Jump to function to open the FAPR table.

1. Inthe Jump to field, enter FAPR.
2. Click Go. A Search window displays.
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B. Search for your payment document within the table.

90

vk wnN

In the Document field, enter PRC.
In the Doc Dept field, enter your student data card information.
In the Doc ID field, enter your student data card information.
In the Doc CL No field, enter 1.
Click OK or press Enter on the keyboard.
Document: PRC Doc. CL No.: 1

Doc Dept: 101 Commaodity :

Doc Unit : Acquisition Date :

Doc, Id: S5TU1-3.3 Shell Generated Date :
Doc. VL No. :

Ok Clear Cancel

ERE




C. Review the fixed asset shell information.

AFIS

| Asset Management

1. The payment document displays on the FAPR table. Click the downward facing arrow just

below the grid

to expand all sections.

2. View the Shell Generated Date.
3. Click Generated Shell Details to see the FAS documents created.

Fizad Assst Papmant Raguest

Document  Doc Dept

= PRC 1
First Prey Mexdt Last

Sa. Uindo Comy Seanch

Documant © oo
Do Dept & 4y
ooz Linit -
Do M : T -
Doc. VL Mo - 4
Do CL Ho. - 4

Fixed Assst Typs : =

# Shell Generation
Purgs Shell Record :
Gansrats Muttipss Shell

an

¥ FAPR Acoounting Lines

Shedl Ganerated Date & qozmnq2
Total Caprtaized amownt © 5 o

Doc Unit  Doc i Doc WL Moo Doc CL Mo, 3hell Ganerated Date

w Payment Request Details

Wendon CUStomS & \woo00000002e

* Purchase Order Details

STUA -33 1 1
-l
Commodity oo
Quantryiinit © 4 jonnn
Total Disbursed Amount © 7231 a0
13 Acquistion Date @ o230014
Panding Assst BSA . goon
Panding Assst Sub B34 :
Doc. VL Mo © 4
Doc. CL Mo @ 4
Deetails
- Total GuantityUnit scguirsd :
- Total Guantity Déscardsd :
Reverssd (Unpand) Uinits :
Reversad [Linpsnd) Amownt ©

F Zeneraed Sn2ll Detalls

1232014

1000000

- Q00000
- Q00000

1000
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4. Inthe Generated FA Document column, click the FAS document ID.

Generated Shell

Generated FA Document FA Ho. FA Doc. CL No. Capitalized Amount

~ FAS 101 SHEL 150000045 1 1
First Prew Mext Last 1@

Copy Search k&
= Payment Request Details

PR Document : ppe PR Doc. VL Ho. @ 4
PR Doc. Dept. @ 109 PR Doc. CL Ho. @ 4
PRDoc.Md: 57y 1-33

I Fixed Asset Details

b Generated Shell Details

D. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.
2. Click Edit to add information to the FAS document.

Fixed Asset Acquisition - Shell GenerateleASJ‘ Dept: 101 ID: SHEL15000006 Ver.: 1 Function: New Phase: Draft | i

_ﬂ
= List View

LN YTl Ul Extended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Fixed Asset Intent Reference | Document Information

Document Name: - Auto Generate FA [ 3
_ Humber:
Record Date: Breha
Budget FY: Fixed Asset Number: $|
Fiscal Year: Fixed Asset Description: - B
, Period:
Document Description: -
i Document Total: $7,231.00
Complex/Building: - Final Asset Value: $7,231.00
Fixed Asset Equity Sources
Component Total Lines: 1 Fixed Asset = Comp : 0001
Warranty Fixed Asset Humber: none C t Humber: none  FA Warranty Number: none
Accounting Total Lines: 1 A ing Line: 1  Line Amount: 57,231.00
Posting Total Lines: 0

& Enit‘ K| Cuw| Validate| E3 5unmit| [ Discard| & Print | Processing = | | Workflow = | | Fie~ | | [E§ Close
v

3. Inthe Document Description field enter Complete FA Shell.
4. Check the Auto Generate FA Number check box.
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5. Inthe Fixed Asset Description field, enter Copier.
6. Ensure Event Type is set to FAO1.

[ HWeader ]

[EENETGIRL (k)| Extended Doc Description | Responsibility Center || Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Hame: = Auto Generate FA [v
- Number:
Record Date: Prefix:
Budget FY: Fixed Asset Number: 3 |
Fizcal Year: Fixed Azset Description: | COPIER .
Period:
Document Description: | Complete FA Shell o
- Document Total: 57,231.00
Complex/Building: - Final Asset Value: 57, 231.00
Event Type: | FAQ1 |
Memo Asset: [
Asset Status: 4
= Asset System Humber: $|
Asset Status Name:
Asszet System &
Description:

E. Complete the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.

In the Fund field, enter your student data card information.

In the Department field, enter your student data card information.
In the Unit field, enter your student data card information.

vk wnN

In the Appr Unit field, enter your student data card information.

| Header 0]

General Information | Extended Doc Description Composite AssetInformation | Infrastructure Maintenance | Fixed Asset Intent Reference
Document Infarmation
Custodian: $| Revenue: $| Task: $|
Accounting Template: £| Sub Revenue: £| Sub Task: $|
Fund: | 2001 & Dept Object: | Task Order: 4
Sub Fund: & Dept Revenue: | Major Program:
Department: | 101 4| Activity: @) Program: &
Unit: | 0101 & Sub Activity: 4| Phase: &
Sub Unit: & Function: & Program Period: &
Appr Unit: | 1010000 &I Sub Function: $| Location: ﬁl
Object: 4| Reporting: & Sub Location: &)
Sub Object: 3| Sub Reporting: 3| Assignee Employee
Number:
Assignee Employee
Name:

F. Complete the General Information tab in the Component component.

1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode.
2. Click Component from the Secondary Navigation panel.

93



AFIS | Asset Management

3. Note the Component Number, Commaodity, Unit and Units of Measure are inferred from the

payment request.
[l LR E s Bl | Specifications | Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation

FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Humber: | 0001 ﬁ\ Tag Number:
Commodity: 50072 | Base Asset: [v

Unite: | 1.00000 Description 1:

Unit of Measure: EA 2\ Description 2:

G. Complete the Specification tab of the Component component.

1. Click the Specification tab.

2. The Manufacturer field, will infer from the payment request if provided. For this example,
enter Ricoh.

3. Inthe Model Number field, enter A1B2C3 to record the Copier’s model number.
In the Serial Number field, enter 12345 to record the Copier’s serial number.

: _ _

Component General Information |z ile-Ul L Acquisition Details | Component Location Details | Component Classification

Cuost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance

Manufacturer: | RICOH Serial Number: | 12345
Mfr Part Number: Specification:
Product/Category: Warranty Type: -
Model Number: | 21B2C3 Industry ldentification:
Drawing: Barcode:

H. Complete the Acquisition Details tab in the Component component.

1. Click the Acquisition Details tab.
2. Note the Acquisition Date and Vendor fields infer from the payment request.
3. Inthe Acquisition Method field, enter PURC for purchase.

Component General Information | Specifications |G ENEE Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Acquisition Date: | 10/23/2014 Vendor: | VC0000000024 |
Acquisition Method: | PURC &) Vendor Name: Staples
Purchasing Authority: Alias/DBA:

Memao Disposal Value: | 20.00

I. Complete the Component Location Details tab in the Component component.

1. Click the Component Location Details tab.
2. Inthe Location field, select Location A for your department by using the picklist.
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3. Inthe Sub Location field, select Sub Location 001 for your department by using the picklist.

i _ _

Component General Information || Specifications | Acquisition Details Component Classification
Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance
Location: | 1014 | Sub Location: | 001 & |
Address 1: Complex | Building: -+
Address 2:
City: i
State: Parcel ID:
Zip: Floor:
County: Section:
Country: fooe
Longitude: Cubicle Number:
Latitude: Altitude/Elevation:

Complete the Component Classification tab in the Component component.

1. Click the Component Classification tab.

2. The Fixed Asset Classification defaults to Normal, as the FAS was created from the Shell
Generation process. .

3. Inthe Fixed Asset Catalog field, enter 1600-38.
Clear out the Fixed Asset Type field, and allow to infer from the Fixed Asset Catalog (This will
occur after saving).

5. Inthe In Service Date field, enter today's date.

6. Click the Save button. Notice how other classification information is inferred, based on the
Fixed Asset Catalog.

Component General Information | Specifications | Acquisition Details | Component Location Details | syl ge R {Te=1 )]
Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance
Fixed Asset Classification: Normal - BSA: 0817
Fixed Asset Catalog: | 1500-22 | Sub BSA:
Fixed Asset Type: | EI OBSA: 0850
Fixed Asset Group: 1800 il Sub O SE:
i Accum Depr BSA: 0858
Useful Life: =
i Accum Depr Sub BSA:
In Service Date: 01/22/2015 ||
Qut-of-Service Date: |
Received Date: |

K. Complete the Cost, Valuation & Depreciation tab from the Component component.

1. Click the Cost, Valuation & Depreciation tab.
2. Verify the Depreciation Method field is set to Straight Line.
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In the Depreciation Structure drop-down list, select Responsibility Center.

Component General Information

Cost, Valuation & Depreciation

Specifications

FAPR Reference

Acquisition Details omponent Location Details

Internal Sale Details || Fixed Asset Intent Reference

Component Classification

Insurance

Closing Costs: | 50.00

Salvage Value: 2000
Valuation Date:
Valuation Amount:
Replacement Date:
Trade-In Credit:
Appraisal Date:

Appraiser Name:

Component Total: 57 231.00
Final Component Value: 57 231.00
Depreciation Method: Straight Line

Depreciation Structure: Reszponsibility Center -

Replacement Type:

Asset Being Replaced:

Replaced Asset
Description:

-

-

|

=]

1. Click Accounting from the Secondary Navigation panel.

Review all information in the Accounting component.

2. From the Responsibility Center Posting ensure that the selection is Yes.

3. Review the fields on this tab.

L TGN ULl References | Fixed Asset Intent Reference | Fund Accounting || Detail Accounting
L

Event Type: FAD1

Accounting Template:

Line Description:

Line Amount: | 57 231.00

Internal Sale Gain/Loss
Amount:

Historic Asset Cost:

Accum Depr Amount: 20.00

Budget FY:
Fiscal Year:
Period:
Funding Fiscal Year: 2015

Funding Budget FY: | 2015

Responsibility Center ez

Posting:

4. Click the References tab; this is the document identifier information from the referenced

encumbrance, payment and disbursement documents.

General Information

References

PO Doc Code: PO

PO Doc Dept Code: 101
PO Doc ID: STUD 1-3.3
PO Doc Vendor Line: 1

PO Doc Commodity 1
Line:

PO Doc Accounting 1
Line:

Fixed Asset Intent Reference | Fund Accounting ﬂ
PR Doc Code: FRC Disb Doc Code: WD
PR Doc Dept Code: | 101 Disb Doc Dept Code: | 101
PRDocID: 2TU1-3.3 Disb DocID: | 2TU1-3.3
PR Doc Vendor Line: | 1 Disb Doc Vendor Line: | 1
PR Doc Commeodity | 1 Disb Doc Accounting | 1
Line: Line:
PR Doc Accounting | 1 Debt ID: |
Line:
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5. Click the Fund Accounting tab. These fields are inferred from the payment document.

6. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: “Document validated successfully.”

Jiew Al 1 of 3 | @ Document validated successfulhy

M. Verify the generated Fixed Asset Number.

1. Click the Header component.

2. Click the General Information tab.

3. Verify that the Fixed Asset Number on the Header is auto generated and assigned.

4. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

iew &l 1 of 3 | Decument submitted successfully

Fixed Asset Acquisition - Shell Generated(FAS) Dept: 101 ID: SHEL15000006 Ver.: 1 Function: New Phase: Final

5. Click Close.
6. Click Home in the Primary Navigation Panel to return to the Home Page.

4.5. Unpend a Fixed Asset Shell

To unpend (reverse) a generated FA shell document, perform the following steps:

1. Retrieve a generated FA Shell document from the document catalog. The generated shell can
be identified either directly from the document catalog or from the Generated FA Shell Table.

2. On the FA document, select the Event Type FA14.

3. Select Validate and if no errors proceed to the next step. If errors exist, fix the errors, repeat
Validate and proceed to the next step.
Submit the document.

5. Allow the document to go through workflow.

Verify the posting lines on the document. The document will also update the Unpend Quantity field on

the FAPR table. No records will be inserted into the FAR tables or to the FA Journals for unpended
assets.

4.6. Multiple Assets

Some Departments may need to acquire multiple identical or similar assets at the same time. For
example, a Department may purchase multiple vehicles of the same model, and enter them all at one
time.
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Once purchasing and invoice processes are completed in AFIS, the Department receives purchased
assets. The disbursement process then liquidates the payment and the Shell Generation job is run. The
corresponding Shell documents display on FAPR, via the Generated Shells Details page.

The Fixed Asset Shell Generation Process in AFIS generates draft Fixed Asset Acquisition Shell Generated
(FAS) documents (multiple Shell) one for each unit. The user with data entry authority opens each of the
draft documents (from either the Document Catalog or FAPR, as discussed in an earlier lesson). Users
with the appropriate security authority can edit each of the draft FAS documents and provide
Responsibility Center information including Fund, Department, Unit and Appropriation Unit on the
document Header and various identifying property information on the Component prior to submitting
the document. In this case, the Fixed Asset Shell Generation Process generates one draft Fixed Asset
Acquisition Shell Generated (FAS) document for each unit (Quantity), resulting in multiple Shells,
meaning multiple FAS documents. Each of the documents goes through single level of approval within
the Department before going to Final Phase.

Generated Shell

Generated FA Document FA No. FA Doec.CL No. Capitalized Amount
~ FAS 101 SHEL 15000168 1 1

FAS 101 SHEL15000165 1 1
First Prev Next Last

Copy Search Wk

= Payment Request Details
PR Document : pgo PR Doc. VL No. @ 4
PR Doc. Dept.: 49 PR Doc. CL No. @ 4
PRDoc.ld: gy q_45

b Fixed Asset Details

b Generated Shell Details

lop

+ FAPR Commodity Lines

AcTIVITY 4.6
Complete Multiple Shell Documents

Scenario
Two trucks were recently purchased under the same encumbrance and payment request. The
Disbursement and Shell Generation jobs were run. Open the FAS shells and complete the open shells.

Setup
v' User is logged into the AFIS Home Page.
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A. Use the Jump to field to open the FAPR table.

1.
2.

In the Jump to field, enter FAPR.
Click Go.

B. Search for your payment document within the FAPR table.

| Asset Management

1. Click Search.
2. Inthe Document field, enter PRC.
3. Inthe Doc Dept field, enter your student data card information.
4. Inthe Doc Id field, enter your student data card information.
5. Inthe Doc CL No field, enter 1.
6. Click OK or press Enter on the keyboard.
Document: PRC Doc. CL No.: 1
Doc Dept: 101 Commaodity :
Doc Unit : Acquisition Date : E
Doc.id: STU1-45 Shell Generated Date : E
Doc. VL No. :
0Ok Clear Cancel

C. Review the fixed asset shell information.

1.

The payment document displays on the FAPR table.

Fixed As=zet Payment Request

Document Doc Dept Doc Unit  Doc. Id Doc. VL No. Doc. CL Ho. Shell Generated Date

~+ PRC 104 STU1-45 1 1
First Prew Mext Last

102472014

Note: In Production, the Disbursement and Shell Generation jobs will be run before the FA shell

displays on the FAPR table. For training purposes, this has already been done for you.

2. Click the downward facing arrow just below the grid to expand all sections. View the Shell

3.

Generated Date.
Click Generated Shell Details to see the 2 FAS documents created.
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4. Click the FAS document link to open the first shell document.

Generated Shell

Generated FA Document FA No. FA Doc. CL No. Capitalized Amount

~ FAS 101 SHEL 15000168 1 1
FAS 101 EHS\T)EEEE1EE1 1
First Prew Mext Last

Copy Search @k
= Payment Request Details
PR Document: pgr PR Doc. VL No. @ 4
PR Doc. Dept. @ 199 PR Doc. CL No. @ 4

PRDoc.ld: o114 -45

D. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

Click Edit to add information to the FAS document.

Check the Auto Generate FA Number check box.

In the Document Description field, enter Complete FA Shell.

In the Fixed Asset Description field, enter Red truck.

Ensure Event Type is set to FAOL.

w

o v s wWwN

[ Bl RN e B | Extended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: o Auto Generate FA Number: [+
Prefix:
Record Date:
B Fixed Asset Number: ﬁl
Budget FY:
Fixed Asset Description: | RED TRUCK -
Fiscal Year:
Period: —
Document Description: | Complete FA Shell i Document Total: S28870.00
Final Asset Value: $25,570.00
Complex/Building: -
Event Type: FAD1 A |

E. Complete the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.
In the Fund field, enter your student data card information.
In the Department field, enter your student data card information.

P wnN

In the Unit field, enter your student data card information.
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5. Inthe Appr Unit field, enter your student data card information.

| Asset Management

eral Information || Ex

escription [EEEEGEIIWERLIIE Composite Asset Information || Infrastructure Maintenance

Document Information

Fixed Asset Intent Reference

w

Custodian: ﬁl Revenue: &I Task:
Accounting Template: 3| Sub Revenue: 3| Sub Task:
Fund: | 5001 | Dept Object: 4| Task Order:

Sub Fund: &I Dept Revenue: EI Major Program:
Department: | 101 & Activity: 4 Program:

Unit: | 0101 & Sub Activity: | Phases

Sub Unit: & Function: | Program Period:

Appr Unit: | 1010000 | Sub Function: | Locabons

Object: 4 Reporting: | Sub Location:

Sub Object: a2 Sub Reporting: | Assignee Employee

Number:

Assignee Employee
Name:

Complete the General Information tab in the component.

1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document

Navigator mode.
Click Component from the Secondary Navigation panel.

Note the Component Number, Commaodity Code, Unit and Units of Measure are inferred

from the payment request.

[ WO ETNE S BTG D aE i Specifications | Acquisition Details | Component Location Details | Component Classification ﬂl

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Humber: | 0001 ﬁl Tag Number:

Commodity: | (72 4| Base Asset: [

=]

Units: | 1.00000 Description 1:

Unit of Measure: E4 A | Description 2:

G. Complete the Specifications tab.

1. Click the Specifications tab.

In the Vehicle Year field, enter 2015 for purchase.
In the Make field, enter Chevy.

In the Vehicle Model field, enter Silverado.

HwnN

Vehicle Year: | 2015
Vehicle Make: Chevy

Vehicle Model: | Siverado

5. Observe other vehicle fields available, VIN, License Plate and Fuel Type.

H. Complete the Acquisition Details tab.

1. Click the Acquisition Details tab.

2. Note the Acquisition Date and Vendor fields infer from the payment request.
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3. Inthe Acquisition Method field, enter PURC for purchase.

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component General Information || Specifications [EReGEIGOHEVE NI Component Location Details || Component Classification ﬂ

Acquisition Date: | 10/24/2014 = Vendor: | VC000000229 &
Acquisition Method: | PURC i Vendor Hame: Courtesy Chevrolet
Purchasing Authority: Alias/DBA:

Memo Disposal Value: 50.00

I. Complete the Component Location Details tab.

1. Click the Component Location Details tab.

2. From the Location field, select Location A for your department by using the picklist.

3. From the Sub Location field, select Sub Location 001 for your department by using the
picklist.

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details || Fixed Asset Intent Reference | Insurance

Component General Information || Specifications || Acquisition Details |EeQuldENANEHGENE GHEE Component Classification

Location: | 1014 | Sub Location: | 001 |

J.  Complete the Component Classification tab.

1. Click the Component Classification tab.

2. The Fixed Asset Classification defaults to Normal, as the FA was created from the Shell
Generation process.

3. Inthe Fixed Asset Catalog field, enter 1072-48 (Truck (1 Ton & Less)).

Click Save. Verify that the Fixed Asset Type, Fixed Asset Group and Useful Life fields are

inferred from the Fixed Asset Catalog (FACLG) table.
5. Inthe In Service Date field, enter today’s date.

Component General Information || Specifications | Acquisition Details | Component Location Details | [EetIulye ElgebEL w1l

Cost, Valuation & Depreciation Internal Sale Details | Fixed Asset Intent Reference || Insurance
Fixed Asset MNormal - BSA: 0811
Classification:
Sub BSA:
Fixed Asset Catalog: | 1072-42 &

OBSA: 0850

Fixed Asset Type: W &I Sub OBSA:

ui H
Fixed Asset Group: | 1072 &) Accum Depr BSA: 0855

Useful Life: |5 Accum Depr Sub BSA:

In Service Date: | 2/17/2015

Out-of-Service Date:

0 I

Received Date:

K. Complete the Cost, Valuation & Depreciation tab.

1. Click the Cost, Valuation & Depreciation tab.
2. Verify the Depreciation Method field is set to Straight Line.
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3. From the Depreciation Structure drop-down list, select Responsibility Center.

Note: The State will primarily use a Depreciation Structure of Funding Line.

Component General Information | Specifications

Acquisition Details

Loci - MTETTE LT R T =T LT I FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Component Location Details | Component Classification

Closing Costs:  20.00

Salvage Value:

Valuation Date: B3
Valuation Amount:
Replacement Date: =3

Trade-In Credit:

Component Total: 526 670.00

Final Component $28670.00
Value:

Depreciation Method: Straight Line -
Depreciation Structure: Responsibiity Center -

Replacement Type: -

Review all information in the Accounting component.

1. Click Accounting from the Secondary Navigation panel.
2. Verify that the Responsibility Center Posting drop-down list is Yes.

Note: The State will typically select a Responsibility Center Posting of ‘No.”

3. Review the fields on this tab.

CELEI SR gLl Feferences | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting

Event Type: FAQ1

Accounting Template:

Line Description:

Line Amount: | 528 §70.00

Internal Sale Gain/Loss
Amount:

Historic Asset Cost:

Accum Depr Amount: 0.00

Budget FY:

Fiscal Year:

Period:

Funding Fiscal Year:
Funding Budget FY:

Responsibility Center
Posting:

4. Click the References tab; this is the document identifier information from the referenced
encumbrance, payment and disbursement documents.

Line:

Line:

General Information WHEEEIS0 Fixed AssetIntent Reference | Fund Accounting || Detail Accounting E
PO Doc Code: PO PR Doc Code: | FRC Disb Doc Code: | LD
PO Doc Dept Code: 101 PR Doc Dept Code: | 101 Disb Doc Dept Code: | 104
PO DocID: STU1 - 45 PRDocID: | STU 1-45 Disb Doc ID: | STU 1-4.5
PO Doc Vendor Line: 1 PR Doc Vendor Line: | 1 Disb Doc Vendor Line: | 1
PO Doc Commodity 1 PR Doc Commodity | 1 Disb Doc Accounting | 1
Line: Line: Line:
PO Doc Accounting 1 PR Doc Accounting | 1 Debt ID: 4 |

5. Click the Fund Accounting tab. These fields are inferred from the payment document.
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6. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: “Document validated successfully.”

View Al 1 of 3|0 Document validated successfully
Fixed Asset A isition - Shell A5)| Dept: 101 ID: SHEL15000168 Ver.: 1 Function: New Phase: Draft | - z =
Accounting Line Line Amount Event Type P ibility Center ing
1 $26,670.00 FADT Yes )
From 1 to 1 Total: 1 Go to line: Go
= List View
General Information | References || Fixed Asset Intent Reference |WRILGEITN LVl Cetail Accounting ﬂ
Fund: 9001 k| Object: 2411 | 0BSA: 4|
Sub Fund: | Sub Object: | Sub OBSA: k|
»
Department: | 101 ﬁl Revenue: 3| Pending BSA: 0830
Unit: | 0101 3| Sub Revenue: 3| Pending Sub BSA:
. . Dept Object: 4|
Sub Unit: | BSA: & =
Appr Unit: | 1010000 2| Sub BSA: & DEpTHeiE e &)

M. Verify the generated Fixed Asset Number.

1. Click the Header component.

2. Click the General Information tab.

3. Verify that the Fixed Asset Number on the Header is auto generated and assigned.
| Weader . F
= ListView

(e sl gLl Extended Doc Description | Responsibility Center | Composite AssetInformation || Infrastructure Maintenance | Fixed Asset Intent Reference

Document Information

Document Name: i Auto Generate FA Number: v
Prefix:
Record Date: E
Fixed Asset Number: | FA0000025 &
Budget FY:

4. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

5. Click Close.

N. Repeat above steps for the remaining FAS document by accessing FAPR’s Generated Shells Details
page.
1. You are returned to the FAPR table. Note the new fixed asset number appears in the FA No.
column.
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2. Click the FAS document link to open the second shell document.

Generated Shell

Generated FA Document FA No. FA Doc. CL Ho. Capitalized Amount

FAS 101 SHEL150001681  FADOODO26 1 26570.00
~ FAS 101 SHEL15000169 1 1
First Prev Mext Last

3. Repeat steps D-M.
4. Click Home in the Primary Navigation Panel to return to the Home Page.

4.7. Standard Purchases

Standard purchases refer to the acquisition of a Fixed Asset. As previously mentioned, the Fixed Asset
Acquisition (FA or FAS) documents are used to record all newly acquired Fixed Assets. In Section 4.3, we
discussed the fields on the FA document. There are instances when an FA document should be created
manually, outside of the Shell generation process. Such FA manual creation instances include:

= [Ifthe assets (such as assets paid for in AFIS) are not acquired through the procurement system
with a payment document.

» [fitis a donated/contributed asset.

» If a user needs to correct an item that came over incorrectly in the Shell process.

For these cases, a payment document is not created, which prevents the Shell Generation process from
automatically creating an FAS document. To create a manual FA document, use the document catalog.

AcTtivity 4.7
Manually Create an FA Document

Scenario

Your department records the purchase of a Harley Davidson Motorcycle for the price of $6,500. Since it
is purchased using a non-commodity based document (GAX), it will not be picked up in the Shell
Generation process. Create an FA manually, via the Document Catalog, and then access the Fixed Asset
Registry to view your newly created asset information.

Setup
v" User is logged into the AFIS Home Page.

Steps

A. Create an FA document from the Document Catalog.
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1. Click Search from Secondary Navigation Panel.
2. Click Document Catalog.
3. Click Create.
4. Inthe Code field, enter FA.
5. Inthe Dept. field, enter your student data card information.
6. Check the Auto Numbering check box.
7. Click Create.
Document Catalog
Search  $b

= Document ldentifier

Code: Fa ﬂ Unit :
Dept.: 109 ID:

= Other Options
Auto NHumbering : |[#
Create Template : [~

Creaie

Menu

B. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as

Ver: 1, Function: New, Phase: Draft.

Write down the Document ID here.

In the Fixed Asset Number field enter your student data card information.

In the Fixed Asset Description field, enter Motorcycle - Harley.

In the Document Description field, enter Acquisition of a Purchased Motorcycle.
Ensure Event Type is set to FAOL.

vk wnwN

General Information Exte

Fixed Asset Intent Reference

Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Document Information

Document Name: = Auto Generate FA [
- Number:
Record Date: | Prefix:
Budget FY: Fixed Asset Number: | STU1-HARLEY |
Fiscal Year: Fixed Asset Description:  MOTORCYCLE - HARLEY
Period:

Document Description: | Acguisition of a Purchased
Motarcycle. - Document Total: S0.00

Complex/Building: fa Final Asset Value: 5000
Event Type: | FAD1 i |

Memo Asset: [
Asset Status: A |

Asset System Number: < |

C. Complete the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.
2. Inthe Fund field, enter your student data card information.
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3.
4.
5.
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In the Department field, enter your student data card information.

In the Unit field, enter your student data card information.

In the Appr Unit field, enter your student data card information.

General Information | Extended Doc Description Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: ﬁl Revenue: ﬁl Task: ﬁl
Accounting il Sub Revenue: ﬁl Sub Task: il
Template:
Fund: (2001 ﬁl Dept Object: ﬁl Task Order: il
e 1| Dept Revenue: ﬁl Major Program:
Department: 101 i | Activity: 2 I Program: i !
unit: (0707 2| Sub Activity: 4| Phase: &
Sub Unit 1| Function: i, Program Period: il
Appr Unit: | 1010000 4| Sub Function: & Location: &
e 1| Reporting: 2, Sub Location: ﬁl
Sub Object: 3| Sub Reporting: £| Assignee Er';lnup:gr::
Assignee Employee
Name:

D. Complete the General Information tab in the Component component.

E.
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Click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode.

Click Component from the Secondary Navigation panel.

Click Insert New Line.

In the Component Number field, enter 01.

In the Commodity Code field, enter 07156.

In the Units field, enter 1.

In the Units of Measure field, enter EA (Each).

Component General Information

Cost, Valuation & Depreciation

Specifications | Acguisition Details

FAPR Reference || Internal Sale Details

Component Location Details

Fixed Asset Intent Reference

Component Classification

Insurance

Component Humber:

Commaodity:

Units:

Unit of Measure:

01 |

07156 |
1

EA |

Tag Humber:

Base Asset: [

Description 1:

Description 2:

Complete the Specifications tab.

vk wnw

Click the Specifications tab.

In the Manufacturer field enter Harley Davidson.
In the Model Number enter H6700.

In the Vehicle Year enter 2014.

In the VIN enter VAROOM12345.
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6. From the Fuel Type pick list, select UNL.

Manufacturer: HARLEY DAVIDSON
Mfr Part Humber:
Product/Category:
Model Humber: | HE700
Drawing:
Piece:
Supplier Part Number:
Weight:
Size:
Vehicle Year: 2014
Vehicle Make:
Vehicle Model:

Vi

N: | WVAROOM12345
License Plate:
Fuel Type: |UNL il

Unleaded Gasoline

Complete the Acquisition Details tab.

1. Click the Acquisition Details tab.
2. Inthe Acquisition Date field, enter 10/01/2014.
3. Inthe Acquisition Method field, enter PURC for purchase.

Component General Information | Specifications TR UGOEE SR Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Acquisition Date: | 10/01/2014 B Vendor: ﬁl
Acquisition Method: | FURC | Vendor Name:
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

G. Complete the Component Location Details tab.

1. Click the Component Location Details tab.
2. Inthe Location field, select Location A from your student data card information.
3. Inthe Sub Location field, select Sub Location 001 from your student data card information.

Component General Information | Specifications | Acquisition Details [Keul i ELARE TGRS CIEN Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Location: 1014 | Sub Location: | 001 |
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H. Complete the Component Classification tab.

1. Click the Component Classification tab.

From the Fixed Asset Classification drop-down list, select Adjustment.

In the Fixed Asset Catalog field, enter 1070-12.

Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, Depreciation Method and
Useful Life fields are inferred from the Fixed Asset Catalog (FACLG) table.

P wnN

In the In Service Date field, enter today’s date.

Component General Information | Specifications | Acquisition Details | Component Location Details [[RefQuieEN EMEET jlos 1

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance

=]

Fixed Asset Adjustment = BSA: 0811
Classification:
Sub BSA:
Fixed Asset Catalog: 1070-12 ﬁl

OBSA: 3510

Fixed Asset Type: ﬁl Sub OBSA:

u =
Fixed Asset Group: | 1070 ﬁl Accum Depr BSA: 0855

Useful Life: = Accum Depr Sub BSA:

In Service Date:  2M7/2015

Out-of-5ervice Date:

Received Date:

e

I. Complete the Cost, Valuation & Depreciation tab.

1. Click the Cost, Valuation & Depreciation tab.
2. Verify the Depreciation Method field is set to Straight Line.
3. Inthe Depreciation Structure drop-down list, select Responsibility Center.

Component General Information | Specifications | Acquisition Details | Component Location Details | Component Classification

I RETTE RN ET CIRELT | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Closing Costs:  50.00 Component Total: S0.00

Salvage Value: 2000 Final Component Value: 30.00

Valuation Date: E Depreciation Method: Straight Line -
Valuation Amount: Depreciation Structure: HResponsibiity Center

J. Complete the General Information tab of the Accounting information.

1. Click Accounting from the Secondary Navigation panel.
Click Insert New Line.

In the Line Amount field, enter $6,500.

In the Funding Fiscal Year field, enter 2015 (current year).
In the Funding Budget FY field, enter 2015 (current year).

vk wnwN
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6. From the Responsibility Center Posting drop-down list, select Yes.

Internal Sale GainiLoss
Amount:

CENETGIRLG nEN L Feferences || Fixed Asset Intent Reference || Fund Accounting || Detail Accounting

Event Type: Budget FY:
Accounting Template: i- Fiscal Year:
Line Description: - Period:

Funding Fiscal Year: 2015

Funding Budget FY: | 2015

Line Amount: |5 500 Responsibility Center “es

Posting:

Historic Asset Cost:

Accum Depr Amount:

K. Complete the Fund Accounting tab of the Accounting component.

L.

1. Click the Fund Accounting tab.

vk wnN

In the Fund field, enter your student data card information.

In the Department field, enter your student data card information.
In the Unit field, enter your student data card information.

In the Appr Unit field, enter your student data card information.

General Information

References | Fixed Asset Intent Reference L= Detail Accounting

Fund:

Sub Fund:
Department:
Unit:

Sub Unit:

Appr Unit:

9001 4 Object: & 0BSA:
| u ject: | u -

4 Sub Object 4 Sub OBSA

104 2. Revenue: ﬁu Pending BSA:
01 | Sub Revenue: 4| Pending Sub B5A:
i. BSA: i' Dept Object:

1010000 4| Sub BSA: 4| Dept Revenue:

3 &

B &

6. Click the Validate button to check for errors.

7. If any other errors exist, correct the errors and click the Validate button again. If the

validation is successful, the following message displays in the upper left corner of the screen:

"Document validated successfully.”

Verify the Fixed Asset Number.

1. Click the Header component.

2. Click the General Information tab.
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3. Verify the Fixed Asset Number on the Header. It will be used in later activities. Write it down
here

View All1 of 1 Io Document validated successfully

Fixed Asset Acquisition{(FA) | Dept: 101  ID: 201500000077 Ver: 1 Function: New Phase: Draft j
LN EY TR (o yuEL | Extended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: o Auto Generate FA [
- Number:
Record Date: szt Prefix:
Budget FY: Fixed Asset Humber: | STU{-HARLEY &l
Fizcal Year: Fixed Asset Description: | MOTORCYCLE - HARLEY
Period:
Document Description: | Acguisition of a Purchased o
B Hotorcycle. - Document Total: $5 500.00
’ Complex/Building: - Final Asset Value: 35 500.00
Event Type: | FADM ﬁl

4. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

M. Navigate to Fixed Asset Registry Header (FARHDR) and verify that Header information of the asset
created above is appropriately updated.

1. Inthe Jump to field, enter FARHDR.

2. Click Go. The FARHDR table opens. A search window displays.
3. Inthe Fixed Asset Number field, enter number from step L3.
4

Click Ok.
Fixed Asset Number: STU1-HARLEY Acquisition Date : B
Summary Asset Value : Last Depreciation Date : B
As=zet Description : - Azszet System Number :
Asset System Description :
~ FH Doc Code :
Department : FN Doc Dept :
nit FN Dac ID :
Activity : Asset Status :
Asset Type:
Azszet Group :
Ok Clear Cancel
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5. Click the Expand All arrow just below the grid to expand all sections and review all fields.

Fixed Asset Registry Header

Fixed Asset Number

Asset Description

Department Unit Summary Asset Value

~ STU1-HARLEY
First Prev Next Last

Search ¥Rk
w General Information

w Responsibility Center
Custodian :
Fund : gpgq
Sub Fund :
Government Branch : 2
Cabinet: pq
Department: {p4

Division : 1pq

MOTORCYCLE - HARLEY 101

Fixed Asset Humber :

Summary Asset Value :

Summary Accumulated Depreciation :
Summary Net Book Value :

Summary Valuation Amount :

Asset Description :

STU1-HARLEY
$6,500.00

50.00

$6,500.00

50.00

MOTORCYCLE - HARLEY

Appr Unit: 1010000
Object :
Sub Object :
Revenue :
Sub Revenue :
Dept Object :

Dept Revenue :

0101

$6,500.00

Summary Closing Costs : g g

Summary Salvage Value : ggop op
Summary Selling Price : 5p o
Historic Asset Cost :

Asset System Number :

-~ Asset System Description :

Task:

Sub Task :

Task Order :
Major Program :
Program :
Phase :

Program Period :

$6,500.00

N. Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of
the asset created above is appropriately updated.

1. Click Fixed Asset Registry Component link at the bottom of the Fixed Asset Registry Header

page.

¥ Fixed Asset Registry Component

F Fixed Asset Equity Sources

¥ Fixed Asset Balance Summary
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Fixed Asset Registry Component

Fixed Asset Number Component Number

~ STU1-HARLEY 01
First Prev Next Last

Search ¥k
= General Information
Fixed Asset Number: s7)1_HARLEY
Component Humber: g4

Asset Status :

= Asset Classification & Location
Classification Indicator : | agju=tment
Asset Type:

Vehicles
Asset Catalog : qg70-12

Asset Group : 1970

AUTO WVEHICLE
Asset Group Class :

Asset Group Category : 7

Component Value Commodity Code

$6,500.00 07156

Component Value :

Component Accumulated Depreciation :

Component Net Book Value : g

Historic Asset Cost:
Asset System Number :

Asset System Description :

Location: 1994

Loc A Dept 101

Sub Location : g
Complex / Building :

O. Navigate to Fixed Asset Registry Accounting (FARACTG) and verify that Accounting information is
appropriately updated, then return to the Home page.
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2. Click the downward facing arrow just below the grid to expand all sections.

Fixed Asset Registry Accounting

Fixed Asset Number Component Number Accounting Ling Amount

~ STU1-HARLEY 1y $6,500.00
First Prev Mext Last

Search #B
w General Information

Fixed Asset Humber: sTy{_HARLEY Accumulated Depreciation @ =g gp
Component Number : Het Book Value : =5 5pp oo
Accounting Line Amount @ =5 cop o0 Selling Price : = 0p

Historic Asset Cost: =5 oo oo

« Fund Accounting

Funding AFY : 2g45 Object :
Funding BFY : 2q45 Sub Object :
Fund : ggpq Revenue :
Sub Fund : Sub Revenue :
Department: 4p4 Dept Object :
Unit = 1799 Dept Revenue :
Sub Unit : General Capital Assets(GCA) Fund : [~
Appr Unit: 1910000 Responsibility Center Posting : [

w Detail Accounting

Location : Reporting : Major Program :

3. Click Home in the Primary Navigation Panel to return to the Home Page.

4.8. Donation

A private individual or organization may donate an asset to a State Department, at no cost. The
Department has the ability to record a donated asset in AFIS. The Department estimates the value of the
donated asset, typically at fair market value. Users with appropriate security authority will create a Fixed
Asset Acquisition (FA) document, to record the donation in AFIS. There are two key differences between
a donated asset and a standard purchase:

= Acquisition Method set to Gift/Donation
= Fixed Asset Classification set to Contributed

The document goes through a single level of approval within the Department, before going to a Final
status.
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AcTIvITY 4.8
Create an FA Document for a Donated Asset

Scenario

You acquire cafeteria furniture (metal) valued at $13,800 through donation. Record the asset by
manually creating an FA document. There will be two components: 01 = $7,200; 02 = $6,600 Other
relative information remains the same on both components.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Create an FA document from the Document Catalog.

1. Click Search from the Secondary Navigation Panel.

Click Document Catalog.

Click Create.

In the Code field, enter FA.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

No vk wnN

Document Catalog

Search - B

= Document ldentifier
Code : Fa A | Unit:
Dept.: 1p9 D

= Other Options
Auto Humbering @ [
Create Template : |[—

Create

>

B. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.
Write down the Document ID here.
Check the Auto Generate FA Number check box.
In the Fixed Asset Description field, enter Donated Cafeteria Furniture.

4. Inthe Document Description field, enter Received donated cafeteria furniture.
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5. Ensure Event Type is set to FAOL.

[eO [ GIRL e TanEiil | Extended Doc Description || Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: o Auto Generate FA |v
- Number:
Record Date: ) Prefix:
Budget FY: Fixed Asset Number: 4|
Fizcal Year: Fixed Asset Description: | DONATED CAFETERIA FURNMTURE =
Period:
Document Description: | Received donated cafeteria it -
furniture o Document Total: $0.00
Complex/Building: < Final Asset Value: 50.00
Event Type: | Fa01 ﬁl
- Memo Asset: [

C. Complete the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.

2. Inthe Fund field, enter your student data card information.
3. Inthe Department field, enter your student data card information.
4. Inthe Unit field, enter your student data card information.
5. Inthe Appr Unit field, enter your student data card information.
General Information || Extended Doc Description Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: il Revenue: ﬁl Task: il
Accounting ﬁl Sub Revenue: ﬁl Sub Task: il
Template:
Fund: [9001 ﬁl Dept Object: &l Task Order: il
S ﬁl Dept Revenue: ﬁl Major Program:
ivity: Program: i
Department: | 101 ﬁl e ﬁl
L Phase: 4|
Unit: | 0101 & Sub Activity: | =
Function: | Program Period: ﬁl
Sub Unit: 4| =
Sub Function: | Location: 3'
Appr Unit: | 1010000 A
ing: Sub Locatiom: 4|
Object: | I & =

D. Complete the General Information tab in the Component component.

1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode.

Click Component from the Secondary Navigation panel.

Click Insert New Line.

In the Component Number field, enter 01

In the Commodity Code field, enter 420.

In the Units field, enter 1.

o vk wnN
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7. In the Units of Measure field, enter EA (Each).
Specifications | Acquisition Details | Component Location Details | Component Classificatior
Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance
Component Humber: | (1 ﬁ- Tag Humber:
Commodity: | 420 | Base Asset: [
Units: | 1 Description 1:
Unit of Measure: Ea i- Description 2

E. Complete the Specification tab.
1. Click the Specification tab.
2. Inthe Manufacturer field, enter Norix to record the furniture’s manufacturer.
3. Inthe Model Number field, enter B200 to record the furniture’s model number.
4. Inthe Serial Number field, enter 13579 to record the furniture’s serial number.
F. Complete the Acquisition Details tab.
1. Click the Acquisition Details tab.
2. Inthe Acquisition Date field, enter 10/01/2014.
3. From the Acquisition Method pick list, select GIFT.

Component General Information || Specifications IR CENEE Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance
Acquisition Date: | 10/01/2014 B Vendor: ﬁ.
Acquisition Method: | GIFT | Vendor Name:
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

G. Complete the Component Location Details tab.

1. Click the Component Location Details tab.
2. Inthe Location field, enter Location A value from your student data card information.
3. From the Sub Location field, use the picklist to select 001.

H. Complete the Component Classification tab.

1. Click the Component Classification tab.

From the Fixed Asset Classification drop-down list, select Contributed.

In the Fixed Asset Catalog field, enter 1420-84.

Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, and Useful Life fields are
inferred from the Fixed Asset Catalog (FACLG) table.

P wnN
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In the In Service Date field, enter today’s date.

Component General Information | Specifications | Acquisition Details | Component Location Details |yl G B e 1ifa))]

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference || Insurance

Fixed Asset Confributed BSA: 0813
Classification:
Sub BSA:
Fixed Asset Catalog: | 1420-84 A

OBSA: 3005

Fixed Asset Type: F | Sub OBSA

u =
Fixed Asset Group: | 1420 ﬁl Accum Depr BSA: 0865

Useful Life: | 5

Accum Depr Sub BSA:

In Service Date: 2M7/201%

i

Out-of-Service Date:

Received Date:

Com

1.

2

3.

plete the Cost, Valuation & Depreciation tab.

Click the Cost, Valuation & Depreciation tab.
. Verify the Depreciation Method field is set to Straight Line.
In the Depreciation Structure drop-down list, select Responsibility Center.

Component General Information | Specifications || Acquisition Details || Component Location Details

Component Classificaf]

Lot T TGN TR =T CIe L | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Closing Costs: S0.00 Component Total: 50.00

Salvage Value: S0.00 Final Component Value: 30.00

Valuation Date: = Depreciation Method: Straight Line -
Valuation Amount: Depreciation Structure: Responsibility Center -

Complete the General Information tab of the Accounting information.

1. Click Accounting from the Secondary Navigation panel.

2. Click Insert New Line.

3. Inthe Line Amount field, enter 7,200.00. (Appraised Value)
4. Inthe Funding Fiscal Year field, enter 2015 (current year).
5. Inthe Funding Budget FY field, enter 2015 (current year).
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6. From the Responsibility Center Posting drop-down list, select Yes.

EELE C N (B ULLG References | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting

Event Type: Budget FY:
Accounting Template: il Fizcal Year:
Line Description: - Period:

Funding Fiscal Year: 2015

Funding Budget FY: | 2015
Line Amount: | 7200 Responsibility Center ez -

Internal Sale Gain/Loss Posting:

Amount:
Historic Asset Cost:

Accum Depr Amount:

K. Complete the Fund Accounting tab of the Accounting component.

1. Click the Fund Accounting tab.

2. Inthe Fund field, enter the value from your student data card information.
3. Inthe Department field, enter your student data card information.
4. Inthe Unit field, enter your student data card information.
5. Inthe Appr Unit field, enter your student data card information.
General Information | References || Fixed Asset Intent Reference Detail Accounting
Fund: 3001 £| Object: £| OBSA: £|
Sub Fund: 4| Sub Object: 4| Sub OBSA: 4|
Department: | 101 &I Revenue: £| Pending BSA:
Unit: | 0101 & Sub Revenue: & Pending Sub BSA:
eI 4| e 4 Dept Object: |
Appr Unit: | 1010000 | Sub BSA: 4| LepiHENEmIE: &

L. Complete the General Information tab in the Component component for the addition of component
02.

1. Click Component from the Secondary Navigation Panel.
2. Click on the Copy Line feature to the right of component 01 in the grid.

Fixed Asset Number Component Number Component Total Units

M $7,200.00 1.00000 T

Goto Iine{b Go

rom 1 to 1 Total: 1

3. Click the Insert Copied Line button at the bottom of the window.

B save | 5y Undo | [Z4 Inzert New Line | [E4 Insert Copied Line E& Edit with Grid
1L

U

Ei an| ‘-.-’alidate| 3 | Suhm'rt| (s mscard|
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M. Complete the General Information tab in the Component component.

1. Inthe Component Number field, change the Component to 02.

Component General Information |[Sfa=Is|ils=i{alyl

Cost, Valuation & Depreciation | FAPR Reference

Component NHumber: 02 A |

el

N. Complete the General Information tab of the Accounting information for Component 02.

1. Click Accounting from the Secondary Navigation panel.

Click Insert New Line.

In the Line Amount field, enter $6,600 (Appraised Value)

In the Funding Fiscal Year field, enter 2015 (current year).

In the Funding Budget FY field, enter 2015 (current year).

From the Responsibility Center Posting drop-down list, select Yes.

o u s W

e IR {gnEL M Feferences | Fixed Asset Intent Reference | Fund Accounting || Detail Accounting

Event Type: Budget FY:
Accounting ﬁ. Fizcal Year:
Template:
Period:
Line Description: -

Funding Fiscal | 2015
Year:

Funding Budget FY: 2015
Line Amount: & &00 Responsibility ‘ez -

Internal Sale Center Posting:

Gain/Loss Amount:

Complete the Fund Accounting tab of the Accounting component.

1. Click the Fund Accounting tab.

2. Inthe Fund field, enter the value from the student data card.

3. Inthe Department field, enter your student data card information.
4. Inthe Unit field, enter your student data card information.

5. Inthe Appr Unit field, enter your student data card information.

Click the Validate button to check for errors. If any errors exist, correct the errors and click the
Validate button again. If the validation is successful, the following message displays in the upper
left corner of the screen: "Document validated successfully.”

Verify the generated Fixed Asset Number.

1. Click the Header component.
2. Click the General Information tab.
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3. Verify that the Fixed Asset Number on the Header is auto generated and assigned. Write it
here for use in later steps

4. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

R. Navigate to Fixed Asset Registry Header (FARHDR) and verify that Header information of the asset
created above is appropriately updated.
1. Inthe Jump to field, enter FARHDR.
2. Click Go. The FARHDR table opens. A search window displays.
3. Inthe Fixed Asset Number field, enter value written down above.
4. Click OK.

Fixed Asset Number : FA0000023 Acquisition Date : |
Summary Asset Value : Last Depreciation Date : E
Asset Description : * Asset System Number :

Asszet System Description :

FH Doc Code :

Department : FH Doc Dept :

Unit : FN Doc 1D :

Activity : Asset Status :
Asset Type:
Asszet Group :

Ok Clear Cancel

122



S.

AFIS

| Asset Management

5. Click the downward facing arrow just below the grid to expand all sections.

Fixed Asset Registry Header

Fixed Asset Number Aszsset Description Department Unit Summary Asset Walue

$13,800.00

~ FAO0DDO0ZE DONATED CAFETERIA FURNITURE 101 0101

First Prev Mext Last

sk

« General Information

Search

Department: qg4q Dept Object :

Division : 14 Dept Revenue :

Fixed Asset Number: Fapooonzs Summary Closing Costs : =g qp
Summary Asset Value : =43 20000 Summary Salvage Value @ zq gg
Summary Accumulated Depreciation @ =g g Summary Selling Price : = gg
Summary Net Book Value : =13 20000 Historic Asset Cost: 513 200.00
Summary Valuation Amount : =5 g Asset System Number :
Asset Description : poNATED CAFETERIA FURNTURE - Asset System Description :
= Responsibility Center
Custodian : Appr Unit: 1910000 Task:
Fund : ggpq Object : Sub Task :
Sub Fund : Sub Object: Tazk Order:
Government Branch : 2 Revenue : Major Program :
Cabinet: g9 Sub Revenue : Program :
Phase :

Program Period :

Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of

the asset created above is appropriately updated.

1. Click Fixed Asset Registry Component link from the bottom of the Fixed Asset Registry

Header page.
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2. Click the downward facing arrow just below the grid to expand all sections.

Fixed Asset Registry Component

Fixed Asset Number Component Number ComponentValue Commodity Code

~ FADDO0O2E 01 §£7.200.00 420
FAODOO0ZE 0z 3660000 420
First Prev Next Last

Search Wk
@ General Information

Fixed Asset Number : Fan000025 Component Value : =7 20000
Component Humber : 4 Component Accumulated Depreciation : zq g
Asset 5tatus : Component Net Book Value : =7 200,00

Historic Asset Cost: =7 200.00
Aszset System Number :

Asset System Description :

= Asset Classification & Location
Classification Indicator : | oqntributed Location: 414

AssetType: Loc A Dept 101

Furniture

Asset Catalog : 1420-84 Sub Location : g1

Asset Group : 1420

FURNTURE CAFE
Asset Group Class :

Complex ! Building :

T. Navigate to Fixed Asset Registry Accounting (FARACTG) and verify that Accounting information is
appropriately updated, then return to the Home page.

1. Inthe Jump to field, enter FARACTG and select Go. A search window displays.
2. Inthe Fixed Asset Number field, enter the value written down above.
3. Click Ok. Two Accounting Lines are displayed for your Fixed Asset Number.
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4. Click the downward facing arrow just below the grid to expand all sections.

Fixed Asset Registry Accounting

Fixed Asset Number Component Humber Accounting Line Amount

~ FAQDOOOZ3 0] 57,200.00
FADDOOOZ2B 02 25,500.00
First Prev Next Last

Search #B
= General Information

Fixed Asset Number : Fappoonza Accumulated Depreciation : zq gg
Component Number : g4 Net Book Value : =7 20000
Accounting Line Amount : 57 200 00 Selling Price : 5p.0p

Historic Asset Cost: 57 200,00

¥ Fund Accounting

Funding AFY : 245 Object:
Funding BFY : 2g15 Sub Object:
Fund : gpgq Revenue :
Sub Fund : Sub Revenue :
Department : g4 Dept Object :
Unit: g1p9 Dept Revenue :
Sub Unit : General Capital Assets(GCA) Fund : [7
Appr Unit: 1910000 Responsibility Center Posting : [

5. Click Home in the Primary Navigation Panel to return to the Home Page.

4.9. Memo Asset

Memo assets must meet the Commodity asset threshold (COMMPFA) for the purpose of Shell generation,
but not the capitalization threshold (FACC).

Only stewardship, memo assets need to be entered in AFIS; however, Departments can record and track
memo assets in AFIS for other purposes, using the FA document.

Once the purchasing and invoicing processes are completed, a Department receives a Fixed Asset
number and a Custodian is identified for the asset. When an asset meets the COMMFA table, a FA Shell
is generated. If the asset does not meet the Commodity Shell criteria, no FA Shell is generated. A user
with data entry authority can manually create an FA document.

There are two key asset logging differences between a memo asset and a standard purchase.

=  Check the Memo Asset check box on the Header
=  Fixed Asset Classification set to Memo
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Once the memo FA document is submitted, it goes through a single level of approval within the
Department, before going to Final status.

Once the memo FA document is in Final status, the Memo Asset Indicator flag is checked on the FARHDR
table, and the Classification Indicator is updated to Memo on the FARCOMP table.

AcTiviTY 4.9
Create an FA Document for a Memo Asset

Scenario
Your Department purchases four laptops at $1000 each. Even though the unit price is less than $5,000,
since it is IT equipment, it will be recorded as a memo asset. Create an FA document.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Create an FA document from the Document Catalog.

1. Click Search from Secondary Navigation Panel.

Click Document Catalog.

Click Create.

In the Code field, enter FA.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

N o vk wnN

Document Catalog

Search sk

= Document ldentifier
Code: Fa | Unit :
Dept.: 101 1D :

= Other Options
Auto Numbering : |[v
Create Template : [

Crea§

Menu

B. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.
2. Check the Auto Generate FA Number check box.
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3. Inthe Fixed Asset Description field, enter Memo asset.
4. Inthe Document Description field, enter Memo asset entry.
5. Ensure Event Type is set to FAQL.
6. Check the Memo Asset check box.
T
Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: - Auto Generate FA Number: [V
Z Prefic
Record Date: E Fixed Asset Humber: ﬁl
Budget FY:
Fixed Asset Description: | MEMO ASSET e
Fiscal Year:
Period: o
Document Description: | Memo Asset Entry it Document Total: $0.00
Final Asset Value: 50.00
Complex/Building: -
Event Type: | FAQ1 ﬁl
- Memo Asset: [v

C. Complete the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.

2. Inthe Fund field, enter your student data card information.

3. Inthe Department field, enter your student data card information.
4. Inthe Unit field, enter your student data card information.

5. Inthe Appr Unit field, enter your student data card information.

General Information | Extended Doc Description |JECELRMIEINVERCINCIE Composite Asset Information | Infrastructure Maintenance

Fixed AssetIntent Reference | Document Information

Custodian: | Revenue: | Task: A
Accounting Template: ﬁl Sub Revenue: ﬁl Sub Task: &I
Fund: 2001 ﬁl Dept Object: 2| Task Order: ﬁl

Sub Fund: | Dept Revenue: 4| Major Program:

Department: | 101 4| Activity: 4| Program: a

Unit: | 0101 4 Sub Activity: i Phase: &
Sub Unit: il Function: i| Program Period: ﬁl
Appr Unit: | 1010000 | Sub Function: | Location: &

D. Complete the General Information tab in the Component component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document
Navigator mode.

2. Click Component from the Secondary Navigation panel.

3. Click Insert New Line.

4. Inthe Component Number field, enter 01.

5. Inthe Commodity field, enter 20454.

6. Inthe Units field, enter 1.
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In the Units of Measure field, enter EA (Each).

(WG ET D ET G IRG B Specifications | Acquisition Details | Component Location Details C-:'Wr:-:n-':mClass.ific:-lticnd

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance
Component Number: | 01 il Tag Number:
Commodity: 20454 $| Base Asset: [
Units: | 1 Description 1:
Unit of Measure: | E& 4| Description 2:
Description 3:

Final Units:

E. Complete the Specifications tab.
1. Click the Specifications tab.
2. Inthe Manufacturer field, enter Dell to record the manufacturer.
3. Inthe Model Number field, enter Latitude E6400 to record the model number.
4. In the Serial Number field, enter 12345 to record the serial number.
c | Total Li Fixed A HumL c Humt
Component General Information Acquisition Details | Component Location Details | Component Classification
Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference || Insurance
Manufacturer: | DELL Serial Number: | 12345
Mfr Part Number: Specification:
ProductiCategory: Warranty Type: -
Model Number: | LATITUDE ES400 Industry ldentification:
F. Complete the Acquisition Details tab.
1. Click the Acquisition Details tab.
2. Inthe Acquisition Date field, enter 10/01/2014.
3. Inthe Acquisition Method field, enter PURC (Purchase).

Component General Information | Specifications |[EXsGITENGGEVEEER Component Lacation Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details | Fixed Asset Intent Reference | Insurance
Acquisition Date: | 10/01/2014 ) Vendor: 4|
Acquisition Method: | PURC 4| Vendor Name:

e
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

G. Complete the Component Location Details tab.

1.
2.
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3. From the Sub Location pick list, select Sub Location 001 from your student data card
information.

Component General Information || Specifications | Acquisition Details [EetdpliEh g RLEUGLETDGIEN Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Location: | 1014 | Sub Location: | 001 &

Address 1: Complex [ Building:

H. Complete the Component Classification tab.

1. Click the Component Classification tab.

From the Fixed Asset Classification drop-down list, select Memo.

In the Fixed Asset Catalog field, enter 2150-04

Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, Depreciation Method and
Useful Life fields are inferred from the Fixed Asset Catalog (FACLG) table.

5. Inthe In Service Date field, enter today’s date.

Component General Information | Specifications | Acquisition Details | Component Location Details |yl lall=] i g b 01 {11040

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance

P wnN

Fixed Asset Classification: Memo - BSA: 0885
Fixed Asset Catalog: | 2150-04 il Sub BSA:
Fixed Asset Type: || 4| DBSA: 0885
Fixed Asset Group: [ 2150 4| Sub OBSA:
Useful Life: |5 Accum Depr B5SA: 0368
In Service Date: | 2122015 B Accum Depr Sub BSA:
Out-of-Service Date: |
Received Date: |

I. Complete the Cost, Valuation & Depreciation tab.

1. Click the Cost, Valuation & Depreciation tab.
2. Verify the Depreciation Method field is set to Straight Line.
3. From the Depreciation Structure drop-down list, select Responsibility Center.

Component General Information | Specifications || Acquisition Details | Component Location Details | Component Classification
FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference || Insurance
Closing Costs: | 50.00 Component Total: 50.00
Salvage Value: =0.00 Final Component Value: 20.00
Valuation Date: B Depreciation Method: Straight Line *
Valuation Amount: Depreciation Structure: Responsibility Center »
Replacement Date: B Replacement Type: -
Trade-In Credit: Asset Being Replaced: $|
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Complete the General Information tab of the Accounting information.

o v s wnN

Click Accounting from the Secondary Navigation panel.
Click Insert New Line.

In the Line Amount field, enter 4000.

In the Funding Fiscal Year field, enter the current year.
In the Funding Budget FY field, enter the current year.

From the Responsibility Center Posting drop-down list, select Yes.

Line Description:

Line Amount: | 4000

Internal Sale Gain/Loss
Amount:

Historic Asset Cost:

Accum Depr Amount:

References | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting
Event Type: Budget FY:
Accounting Template: i Fiscal Year:
Period:

Funding Fiscal Year:

Funding Budget FY:

Responsibility Center

Posting:

2015

2015

K. Complete the Fund Accounting tab of the Accounting component.
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Click the Fund Accounting tab.
In the Fund field, enter your student data card information.

In the Department field, enter your student data card information.

In the Unit field, enter your student data card information.
In the Appr Unit field, enter your student data card information.
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6. Click the Validate button to check for errors. If any errors exist, correct the errors and click

the Validate button again. If the validation is successful, the following message displays in

the upper left corner of the screen: "Document validated successfully.”

iew Al of 1 © Document validated successfully

Fixed Asset Acquisition(FA) | Dept: 101 1D: 201500000079 Wer: 1 Function: New  Phase: Draft =

Header
Component Total Lines: 1 Fixed Asset Number: FAQ000029 Component Hun|

Warranty Fixed Asset Number: none Component Number: none  FA Warra

coounting

From 1 to 1 Total: 1

General Information | References | Fixed AssetIntent Reference |RRILGEFXJINLITHE Detail Accounting

Fund: 9001 | Object: |

Sub Fund: 4| Sub Object: |
Department: | {101 ﬁl Revenue: $|
Unit: | 0101 4| Sub Revenue: 4|

Sub Unit: & | BSA: |
Appr Unit: | 1010000 ﬁl Sub BSA: ﬁl

Verify the generated Fixed Asset Number.

1. Click the Header component.
2. Click the General Information tab.

3. Verify that the Fixed Asset Number on the Header is auto generated and assigned. Write it

here for use in later steps

4. Click the Submit button to submit the document for approval after any errors are resolved. If

the submission is successful, the following message displays in the upper left corner:

“Document submitted successfully.”

M. Navigate to Fixed Asset Registry Header (FARHDR) and verify that Header information of the asset

created above is appropriately updated.

1. Inthe Jump to field, enter FARHDR.

2. Click Go. The FARHDR table opens.

3. Inthe Fixed Asset Number field, enter value written down above.
4. Click OK.
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5. Click the downward facing arrow just below the grid to expand all sections.

Fixed Asset Registry Header

Fixed Asset Number Asset Description Department Unit Summary Asset Value
~ FADO000Z9 MEMO ASSET 1M 0101 54,000.00
First Prev Mext Last

Search # B
= General Information

Fixed Asset Number : Fapon002o Summary Closing Costs @ zp gq
Summary Asset Value : =4 ggp.oo Summary Salvage Value : zp g
Summary Accumulated Depreciation : = gp Summary Selling Price : =g oo
Summary Net Book Value : =4 ggp oo Historic Asset Cost: =4 go0.00
Summary Valuation Amount: =g gp Asset System Number :
Asset Description : WeyMo ASSET . Asset System Description :

= Responsibility Center

Custodian : Appr Unit: 1g10000 Task:

Fund : gggq Object : Sub Task:

Sub Fund : Sub Object: Task Order:
Government Branch : g2 Revenue : Major Program :
Cabinet : 9 Sub Revenue : Program :
Department : 59 Dept Object : Phase :
Division : g1 Dept Revenue : Program Period :

N. Navigate to Fixed Asset Registry Component (FARCOMP) and verify that Component information of
the asset created above is appropriately updated.

1. Click Fixed Asset Registry Component link from the bottom of the Fixed Asset Registry
Header page.
2. Click the downward facing arrow just below the grid to expand all sections.
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3. Confirm the Classification Indicator field is set to Memo.

Fixed Asset Registry Component

Fixed Asset Number Component Number ComponentValue Commodity Code

« FAQ000029 iy $4,000.00 20454
First Prev Mext Last

Search #B
w General Information

Fixed Asset Number: Fapgnonzs Component Value : 52 ngp 00
Component Humber : pq Component Accumulated Depreciation @ g gp
Asset Status : Component Net Book Value : =4 ggp 00

Historic Asset Cost: =4 goo.oo
Asset System Number :

Asgset System Description :

w Asset Classification & Location

Classification Indicator @ | jjemp Location : qp44

AssetType: | Loc A Dept 101

IT Eguipment

Asset Catalog : 3150-04 Sub Location : g1

Asset Group: 7157 Complex ! Building :

COMPUTERS
Asszet Group Class :

Asset Group Category :

e
P

4. Click Home in the Primary Navigation Panel to return to the Home Page.
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4.10. Researching FA Documents

The Fixed Asset documents update several inquiry tables. This topic reviews the tables that are updated
by FA documents and tracks details about a specific asset.

Fixed Asset Registry

The Fixed Asset Registry (FAR) table stores the current status of an asset and is updated through the
use of specific Fixed Asset documents and Event Types. The FAR table is made up of three tables,
described below. Please refer to Section 2.5 for more information.

= Fixed Asset Registry Header (FARHDR) - contains the Fixed Asset Number and description,
summary asset cost, and Responsibility COA elements.

=  Fixed Asset Registry Component (FARCOMP) - contains component level information for both
Acquisitions and Betterments.

=  Fixed Asset Registry Accounting (FARACTG)- records the funding information, including Fund
and Detailed Accounting Distributions.

Fixed Asset Journals

Fixed Asset Transactions updates the following Journals.

= FA component Journal (JFACJ) - gets updated only by the Fixed Asset documents and the
Fixed Asset document Header and component level details. Stores the component line
information associated with each asset.

= FA Accounting Journal (JFAAJ) - gets updated only when the document has Fixed Asset
Number and Component number. This update happens at the Fixed Asset document
Accounting Line level.

= General Accounting Journal (JACTG) - Fixed Asset documents with an accounting impact
update this standard journal.

Fixed Asset History (FAHIST) Journal

The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a single
selection query. FAHIST records all documents that have been processed for the asset number, and
provides a history of all the accounting and non-accounting transactions for each individual Fixed Asset
record. When an asset is cancelled, the corresponding Fixed Asset number is removed from the Fixed
Asset Registry tables; although, it remains on the FAHIST table.
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Lesson Summary

In this lesson, you:

= |dentified the layout and key fields of the Fixed Asset Acquisition (FA and FAS) documents
= Completed a Fixed Asset Shell document

= Created Multiple Assets using the FA Shell Generation process

»= Acquired a Standard Asset using an FA document

= Recorded a donated an asset using an FA document

= Created a Memo Asset using an FA document

= Researched a Fixed Asset record

Check Your Progress

1.

By selecting the Composite Asset flag, you are indicating that the asset is a composite asset. This
means the asset can consist of multiple components, but depreciates as a single asset based on
depreciation attributes established on the asset Header.

a. True
b. False

If the Responsibility Center Posting value is set to Yes on the Accounting Line, then the COA at the
Accounting Line records who funded an asset, and the COA in the Responsibility Center component
of the Header records who is responsible for the component.

a. True
b. False

In order to identify an asset as a memo asset, as compared to a standard asset, which fields need to
be adjusted on the FA or FAS document?

a. Memo Asset check box

b. Fixed Asset Classification set to Memo

c. Fixed Asset Catalog set to Farm Equipment
d. a.andb. only

e. All of the Above

How many shells will the Shell Generation Process create from a completed Purchase of 10 laptops
that cost $1,500 each?

a. None; they are under the capitalization threshold.
b. One shell with 10 units.

c. Ten shells with 1 unit each.
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5. Maintaining an Asset

Learning Objectives

In this lesson, you will:

= Create a Fixed Asset betterment using the Fixed Asset Acquisition (FA) document

= Create a simple Fixed Asset modification using the Fixed Asset Modification (FM) document

= Capture labor and material costs using the Fixed Asset Repair and Warranty (FRM) document
= Modify an assets value using the Fixed Asset Increase/Decrease (FI) document

= Cancel a Fixed Asset document using the Fixed Asset Cancellation (FC) document
Lesson Overview

Fixed Asset Acquisition (FA) documents cannot be modified once they are submitted. To modify an FA
document, the user must create one of the Fixed Asset adjustment documents, and then enter the Fixed
Asset Number to adjust specific characteristics of the asset. This lesson will cover how to use the
appropriate Fixed Asset document to better an asset, to perform a simple asset modification, to capture
labor and materials, as well as asset repair and maintenance information. Users will also review how to
retire an asset and how to cancel a Fixed Asset document.

These documents are created from:

= Document Catalog - By accessing the Document Catalog in Create mode, all data entry is
performed by the user.

= Jump to - Redirected to the Document Catalog with the document code populated in the Code
field. Once the document is created, all data entry is performed by the user.

5.1. Betterment

Betterment refers to the addition or improvements to existing recorded assets, such as fixed hardware
upgrades (hard drive for a computer), the purchase of equipment accessories (communication
equipment for an existing law enforcement vehicle), and the renovation or expansion of existing real

property.

A Fixed Asset betterment, just like an acquisition, can be entered into AFIS using an FA document. The
difference between using the FA document for an acquisition versus betterment is the Event Type.
Betterments are tracked using an existing Fixed Asset Number, with a component number sequentially
increased by one. Please note, if multiple components for one asset are purchased at one time, these
components can be added all at once on the FA or FAS document, with event type FAO1 (standard
purchase).
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However, when trying to add one or more components that are below the capitalization threshold to an
asset marked as a capital asset, the betterment process would have to be followed for those
components that are below the threshold.

Alternatively, once the Purchasing and Invoicing processes are completed and the Department receives
the asset, the Fixed Asset Shell Generation Process automatically generates an FA Shell (draft
document). A user with data entry authority is able to edit the FA Shell document and provides the Fixed
Asset Number of the existing asset to which the betterment is going to be applied to. An Event Type of
FAO2 (Better an Asset) is used to record the betterment.

Once the FAS is submitted, it is routed through a single level of approval within the Department before
going to Final Status.

State Process Overview

The steps below describe the statewide process. Your Department may have additional
This process is referenced in To Be ID AM-TB-002 and represented by
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Figure 6 below.

138

1. The Department secures a capital asset following established State of Arizona best practices.

The acquisition of the asset can occur immediately after the payment is generated or after
the month end close during the Monthly Fixed Asset Reconciliation Process.

The Department is responsible for the drafting of the Fixed Asset document with FA02 event
type. The Fixed Asset number and additional information (if required) would be recorded on
the document. As an example, a complete description and specific component number would
be recorded as additional information. Most information would be inferred from the existing
FA Header information. Any supporting documentation may be attached to the document at
this time. Upon completion of the data entry, the document is submitted and routed for
approval.

The document and any attached documentation are reviewed as an initial review by an
authorized Department approver.

Upon final submission of the document the Fixed Asset Register (FAR), Fixed Asset
Component (JFACJ), Fixed Asset Accounting Journal (JFAAJ), and the General Accounting
Journal (JACTG) will be updated.
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Figure 6: Create a Betterment on an Existing Asset (AM-TB-002)

r

‘ Mew Asset ‘
AM-TB-001

Step 1 Is This a New ,

h 4
Step 2
Data Entry and Step 3
Submission of FA . Department & Approved?
Document Approvers

<

AcTiviTy 5.1
Create an FA Document to Better an Asset

Scenario
The Prisoner Transportation Bus processed in Activity 1.2 has recently been upgraded with a Security
Package. This requires the completion of a betterment against an existing asset.

Note: This activity is linked to activity 1.2, which must be completed successfully before performing the
steps in this activity.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Open the FA Shell from the Document Catalog.

1. Click Search from Secondary Navigation Panel.

Click Document Catalog.

Click Create.

In the Code field, enter FA.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

N o vk wnN

B. Complete the General Information tab in the Header component
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Bus.
2. Inthe Fixed Asset Number field, enter your student data card information from Activity 1.2.
3. Inthe Event Type field, overwrite the existing value and enter FA02.

Click Save. Notice the Fixed Asset Description and Final Asset Value fields are updated.
[ Header

Fixed Asset Intent Ref

nce | Document Information

e EEIRNI IanENTO Exiended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Document Hame:

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description:

Adding security package to

Auto Generate FA [

Number:
Prefix:

Fixed Asset Number:

Fixed Asset Description:

STU 101-1.2 |

TRANSPORTATION BUS -
PRISONER WEHICLE

prisoner transportation bus - Document Total: 0.00
Complex/Building: - Final Asset Value: $250,000.00
Event Type: FAQZ 4|
Memo Asset: [
Asset Status: |1 4|
Asset System Number: 2|

Asset Status Name: Active

Asset System -

Description:

C. Verify the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.
2. These fields are inferred from the Fixed Asset Registry.

General Information || Extended Doc Description Composite Asset Information || Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: | Revenue: kAl Task: 4
Accounting Template: 3| Sub Revenue: ﬁl Sub Task: il
Fund: | 20041 ﬁl Dept Object: ﬁl Task Order: ﬁl
Sub Fund: i\ Dept Revenue: ﬁl Major Program:
Department: | 101 4| Activity: 4| Program: a
Unit: | 0101 & Sub Activity: & Phase: &
Sub Unit: | Function: | Program Period: &
Appr Unit: | 1010000 | Sub Function: | Location: 2|

D. Complete the General Information tab in the Component component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document
Navigator mode.

Click Component on the Secondary Navigation panel.

Click Insert New Line.

In the Component Number field, enter 2.

In the Commodity Code field, enter 07105.

In the Units field, enter 1.

In the Units of Measure field, verify EA (Each) defaults.

N o vk wnN

E. Complete the Acquisition Details tab.
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1. Click the Acquisition Details tab.
In the Acquisition Date field, enter today’s date.
From the Acquisition Method field, enter PURC for purchase.

Component General Information | Specifications |[EESHENGOEVEETER Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference || Insurance
Acquisition Date: | 2/17/2015 /| Vendor: |
Acquisition Method: | PURC il Vendor Name:
Purchasing Authority: Alias/DBA:

Memao Disposal Value:

F. Complete the Component Location Details tab.

1. Click the Component Location Details tab.

2. From the Location pick list, select Location A from your student data card information.

3. From the Sub Location pick list, select Sub Location 001 from your student data card
information.

Component General Information | Specifications | Acguisition Details (e uldaEL B BOETE GEE Component Classification

Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Location: 1014 | Sub Location: | 001 |

—

Address 1: Complex | Building: -

G. Complete the Component Classification tab.

1. Click the Component Classification tab.

2. From the Fixed Asset Classification drop-down list, select Adjustment.

3. Inthe Fixed Asset Catalog field, enter 1680-02.

4. Inthe In Service Date field, click the calendar icon to select today’s date.
5. Click Save.

Component General Information || Specifications | Acquisition Details | Component Location Details el ERIEMEEET T 11la0)]

Cost, Valuation & Diepreciation | FAPR Reference | Internal Sale Details || Fixed Asset Intent Reference | Insurance

Fixed Asset Adjustment - BSA: 0815
Classification:
Sub BSA:
Fixed Asset Catalog:  1520-02 il

OBSA: 3610

Fixed Asset Type: |E il SrmETER

u :
Fixed Asset Group: | 16280 il Accum Depr BSA: 0857

Useful Life: | s Accum Depr Sub BSA:

In Service Date:  (2/17/2015
Dut-of-Service Date:

Received Date:

Ha

H. Complete the Cost, Valuation & Depreciation tab.

1. Click the Cost, Valuation & Depreciation tab.
2. Confirm the Depreciation Method field is set to Straight Line.
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From the Depreciation Structure drop-down list select Responsibility Center.

Component General Information

Cost, Valuation & Depreciation

Closing Costs:
Salvage Value:
Valuation Date:
Valuation Amount:

Replacement Date:

30.00

30.00

Specifications

Acquisition Details

Component Location Details

Compaonent Classification

FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference || Insurance
Component Total: 20.00
Final Component 20.00
Value:
| o B—
Depreciation Method: Straight Line -
Depreciation Structure: Responsibility Center -
=

Complete the General Information tab of the Accounting information.

Click Accounting from the Secondary Navigation panel.

Click Insert New Line.

In the Line Amount field, enter $27,500.

In the Funding Fiscal Year field, enter 2015 (current year).
In the Funding Budget FY field, enter 2015 (current year).
From the Responsibility Center Posting drop-down list, select Yes.

[ T ETRD oy ELGL I References || Fixed Asset Intent Reference | Fund Accounting || Detail Accounting

w’ i il i il =

= List View
Al

Event Type:

Accounting Template:

Line Description:

Line Amount:

Internal Sale Gain/Loss
Amount:

Historic Asset Cost:

Accum Depr Amount:

27,500

Budget FY:
Fiscal Year:
Period:
Funding Fiscal Year: | 2015

Funding Budget FY: 2015

Respongibility Center ez -

Posting:

Complete the Fund Accounting tab of the Accounting component.

P wnN

Click the Fund Accounting tab.
In the Fund field, enter your student data card information.

In the Department field, enter your student data card information.

In the Unit field, enter your student data card information.
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5. Inthe Appr Unit field, enter your student data card information

Fund: | 2001

Sub Fund:
Department: | 101
Unit: | 0101

Sub Unit:

Appr Unit: | 1010000

4|

=]

= & & =

|

=]

Object:

Sub Object:
Revenue:
Sub Revenue:
BSA:

Sub BSA:

|

SIEEEE

General Information | References | Fixed Asset Intent Reference [WRIHGEYEEILNGE Detail Accounting

0BS5A:

S

Sub OBSA:

Pending BSA:
Pending Sub BSA:

Dept Object:

Dept Revenue:

B &

6. Click the Validate button to check for errors. If any errors exist, correct the errors and click

the Validate button again. If the validation is successful, the following message displays in

the upper left corner of the screen: "Document validated successfully.”

7. Click Header.

8. Click General Information tab.

9. Note the Document Total and Final Asset Value fields are updated by the betterment.

10. Click the Submit button to submit the document for approval after all errors are resolved. If

the submission is successful, the following message displays in the upper left corner:

“Document submitted successfully.”

iew Al of 1] @ Document submitted =successfully - Pending Approval

Fixed Asset Intent Reference

Document Information

Fixed Asset Acquisition(FA) | Dept: 101  ID: 201500000080 Wer.: 1 Function: New  Phase: Pending i

L TR bl BV Extended Doc Description | Responsibility Center | Composite Asset Information || Infrastructure Maintenance

Document Hame:

Record Date:

Budget FY:

Fiscal Year:

Period:

Complex/Building:

Asset Status: q

Asset Status Name: Active

Document Description: Adding security package to
b prizoner transportation bus

Auto Generate FA
Number:

Prefic
Fixed Asset Humber:

Fixed Asset
Description:

-
STU101-1.2 &
TRANSPORTATION BUS - -

PRISONER WEHICLE

Document Total:

Final Asset Value:

Event Type:
Memo Asset:

Asset System
Number:

£27,500.00
£277,500.00
Fao2 |
-
|

K. Once the FA document has been approved and is in Final status, navigate to Fixed Asset Registry
Component (FARCOMP) and verify that the asset information is appropriately updated, then return

to the Home Page.

1. Inthe Jump to field, enter FARCOMP.

2. Click Go.
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The FARRCOMP Search window opens. In the Fixed Asset Number field, enter the value from

the student data card.
Click Ok.

Fixed Asset Number: STU 101-1.2
Component Number :
Component Value :
Commodity Code :
Asset Type:
Asset Group :
Location :
Tag Number :
Serial Number :
Acquisition Date :
Disposition Date :

HHH

Last Depreciation Date :

k Clear Cancel
a\ri }ipt:window.opener.

FA Document Code :

FA Document Department :
FA Document ID :

FA Document Version number :
FA Commodity Line Humber :
Asset System Number :
Asset System Description :
FN Doc Code :

FN Doc Dept:

FN Doc 1D :

Asset Status ;

& Internet | Protected Mode: Off

fa v 1

Package.

5. Verify there are two lines—one for the Prisoner Transportation Bus and one for the Security

Fixed Asset Registry Component

Fixed Asset Humber Component Number ComponentValue Commodity Code

~ STU101-12 1
STU 101 -1.2 2
First Prev Next Last

Search ¥k
« General Information
Fixed Asset Number: =7 101 -1.2
Component Humber: 4
Asset Status :
Active

b Asset Classification & Location
b Asset Details
b Specifications

b Acquisition /Disposition Details

§250,000.00 07117
§27,500.00 07105

Component Value :
Component Accumulated Depreciation :
Component Net Book Value :

Historic Asset Cost:

£250,000.00
$0.00

$250,000.00
$250,000.00

Asset System Number :

Asszet System Description :

144
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5.2. Simple Modification

When a Department needs to modify non-accounting attributes on a Fixed Asset, users must create a
Fixed Asset Modification (FM) document in AFIS.

The FM document may be used to record changes in an existing asset, including:

= Asset Classification Details (Fixed Asset Catalog, Fixed Asset Group)

= Asset Depreciation Details (Useful Life, In Service Date, Salvage Value, Depreciation Method,
Depreciation Structure)

= Valuation Details (Valuation Date, Valuation Amount, Closing Costs)
= Location (Location, Sub Location, and Complex / Building)

= General Information (Commaodity Code, Units, Surface Area, Manufacturer, Model Number,
Plat Number, Serial Number, Tag Number, and Descriptions)

= Acquisition Details (Acquisition Date, Acquisition Method, Purchasing Authority, Memo
Disposal Value, Vendor Code, Replacement Date)

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-004 and represented below by Error! Reference source not
found..

1. Department identifies the need to modify information currently associated with a Fixed
Capital Asset. The type of change supported on a Fixed Asset Modification includes
descriptive (non-accounting) changes or adjustments to existing assets or components with
the event type of FAOS.

2. The Department is responsible for the drafting of the Fixed Asset Modification (FM)
transaction in AFIS. The Fixed Asset number is a required field on the FM document. Any
supporting documentation may be attached to the document at this time. Upon completion
of the data entry the FM document is submitted and routed for approval.

3. The FM document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

4. Upon final submission of the document the Fixed Asset Register (FAR), and other associated
tables will be updated.

Figure 7: Modify a Fixed Asset’s Information (AM-TB-004)
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As a result of its non-accounting attributes, the FM document does not have an Accounting component.
Once submitted, the FM document will be routed through a single level of approval within the
Department, before going to Final Status.

FM Header

The default Event Type for the FM document is FAO5 (Modify Fixed Asset Non-Accounting Attributes).
Once a user has entered the Fixed Asset Number and clicked Auto Apply, the existing Component
information for the asset is inferred into the FM document.

-
LENETETRI (T ELGO M Extended Doc Description | Responsibility Center | Composite Asset Information | Maintenance

Document Information

Fixed Asset
Description:

Asset System Number:

Asset System
Description:

MOTORCYCLE - HARLEY

Number:

New Asset System
Description:

New Asset Status:

New Asset Status

Document Name: - Fixed Asset Number: | STU1-HARLEY 3|
Event Type: |FA0S &
Record Date:
Memo Asset: No
Budget FY:
. New Fixed Asset -
Fizscal Year: Description: =
Period: d
Doc it De iption: s
umen scription: | Update Location and Sub location Hew Asset System ‘&I

Name:

Auto Apphy

H save || %4 undo

FM Component

On the General Information tab, information for the Component, such as Commodity, Units, Unit of
Measure, Tag Number, descriptive fields and whether the asset is a Base Asset is inferred.

After a user modifies the non-accounting attributes that need to be changed, the FM document may be
validated and submitted.

[aal o To =00 e Y e TR Sl VL Il Specifications | Acquisition Details | Component Location / Condition ﬂ

Component Classification | Cost, Valuation & Depreciation || Insurance
Component g4 A | New Commodity: A |
Humber:
Hew Units:
Commodity: 07155
New Unit of Measure: El =
Units: 1.00000

Unit of Measure: EA HNew Surface Area:

Surface Area: Hew Statistical Units:

T T T New Statistical UOM: i | —

Statistical UOM: New Plat Number:

Plat Number: Hew Tag Number:

Tag Number: Hew Base Asset:

Base As=zet: ves HNew Description 1:

De=cription 1: HNew Description 2:
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AcTiviTY 5.2
Modify an Asset’s Location with the FM Document

Scenario

The location of the Harley Davidson Motorcycle (created in Activity 4.7) has been updated to include a
sub-location. Create an FM document to update the Location and Sub Location information for this
fixed asset number.

Note: This activity is linked to activity 4.7, which must be completed successfully before performing the
steps in this activity.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Create an FM document from the Document Catalog.

1. Click Search.

Click Document Catalog.

Click Create.

In the Code field, enter FM.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

No vk wnN

Document Catalog

Search #bk

= Document ldentifier
Code: fy A | Unit:
Dept.: 109 ID:

= Other Options
Auto Numbering : [
Create Template : [
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B. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as

Ver: 1, Function: New, Phase: Draft.

In the Fixed Asset Number field, enter your student data card information.

Verify the Event Type is set to FA05 (Modify Fixed Asset Non-Accounting Attributes).
In the Document Description enter Update Location and Sub Location.

Select the Auto Apply button.

vk wnwN

Document Information

ter | Composite Asset Infor

_-;H

L0 ETeE R Vi) | Extended Doc Description | Responsibility

mation | Maintenance

Document Name:

Record Date:
Budget FY:
Fiscal Year:
Period:

Document Description:

Fixed Asset
Description:

Asset System Number:

Asset System
Description:

H save | =5 undo

Update Location and Sub location

MOTORCYCLE - HARLEY

Fixed Asset Number: | STU1-HARLEY |

=

Event Type: | FAODS ﬁl

Memo Asset: No

New Fixed Asset
Description:

New Asset System
Number:

New Asset System
Description:

New Asset Status:

Hew Asset Status
Name:

Auto Apply

m

C. Verify the asset information is inferred on the Component component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document

Navigator mode.

Click the Component component.

Verify the Component Number, Commodity, Units, Unit of Measure, and Base Asset fields
are inferred from the Fixed Asset Number selected.

[oal a [ LD EN [N BT D (g | Specifications | Acquisition Details | Component Location / Condition | Component Classification

Cost, Valuation & Depreciation || Insurance
Component Number: | 01 ﬁl Hew Commaodity: ﬁl
Commeodity: 07156 Hew Units:
Units: 1.00000 New Unit of Measure: &I
Unit of Measure: EA New Surface Area:
Surface Area: HNew Statistical Units:
Statistical Units: Hew Statistical UOM: ﬁl

Statistical UOM:
Plat Number:
Tag Humber:

Base Asset: Ye

s

New Plat Number:
New Tag Number:
New Base Asset:

New Description 1:

D. Add a new location to the Component Location/Condition tab.
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Click the Component Location/Condition tab.
From the New Location pick list, select your student data card information.
From the New Sub Location pick list, select your student data card information

e
e

omponent General Information || Specifications | Acquisition Details [EednlLlEN Rl WESGL LI Component Classification ﬁ‘

ost, Valuation & Depreciation | Insurance

Location: 1014 New Location: | 1018 ﬁ

Address 1: New Address 1:

Address 2 New Address 2:

City: Hew City:

State: New State:

Zipe Hew Zip:

County: New County:

Country: Hew Country:

Longitude: Hew Longitude:

Latitude: New Latitude:
Sub Location: 001 New Sub Location: | 002 i

Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: "Document validated successfully.”

Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

E. Once approval is applied and the FM is in Final status, navigate to the FARCOMP table and verify
that New Location is properly updated, and then return to the Home Page.

1. Inthe Jump to field, enter FARCOMP.
2. Click Go.
3. The FARCOMP Search window displays. In the Fixed Asset Number field, enter number from

step B2.

Click Ok.
5. The record displays. Click Asset Classification & Location to expand the section.
6. Verify that the Location and Sub Location fields are updated.

+ Asset Classification & Location

Classification Indicator : | adjustment Location : 41
Asset Type: v Loc B Dept 101
Wehicles
Asset Catalog : qg7g-12 Sub Location : gg2
Asset Group: 1070 Complex / Building :

Asset Group Category : |7

AUTO VEHICLE
Asset Group Class :

Automotive
Base AssetFlag: [~

7.

Click Home in the Primary Navigation Panel to return to the Home Page.
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5.3. Capture Warranty, Labor and Material Costs

A Department may capture labor and maintenance costs associated with asset repair, maintenance and

warranty information. When the need to modify asset is not a fleet asset, a Department user can use
the Fixed Asset Repair and Warranty (FRM) document. As a reminder, upon acquisition of the asset, a
user can enter an FA or FAS document with warranty information by using the Warranty component.

The repair and maintenance costs of the asset are recorded at the FRM document Warranty - Repair and

Maintenance component, which includes the following three tabs:

= The General Information Component tab contains the Component field.
= The Warranty tab facilitates adding and updating the Warranty information on the Fixed Asset

Warranty (FAWR) table.

= The Repair & Maintenance tab facilitates recording the repair and maintenance information for

the FA component. On submission of the FRM document to Final, the fields in this component
will insert, update or delete a record on the Fixed Asset Repair & Maintenance (FARM) table.

The FRM goes through a single level of approval within the Department before going to Final Status.

Repair and Maintenance codes are setup and maintained by users, with security authorization on the

FARTYP table.

The value in the Repair and Maintenance Action field, which is in the Repair & Maintenance tab,

determines whether new records are added to the FARM table or existing records are modified or

deleted.

Fixed Asset Repair and Warranty(FRM) | Dept: 200

Header

Repair & Maintenance | Add
Action:

FA Repair & Maintenance A |
Number:

Repair & Maintenance Type: ENMERG REPAIR-EXT
External Emergency Repair

Start Date of Repair & 10/23/2014 |
Maintenance:

End Date of Repair & 10/23/2014 :2331)
Maintenance:

Labor Cost of Repair & s575.00
Maintenance:

Material Cost of Repair & 512500
Maintenance:

Other Cost of Repair &
Maintenance:

Total Cost of Repair & £700.00
Maintenance:

Warranty Agreement

ID: 201500000009

4|

=

Ver: 1 Function: New  Phase: Final -

Component General Information | Warranty |EEHETERNETEGEL -]

Repair & Maintenance
Vendor Code:

Repair & Maintenance
Vendor Name:

Repair & Maintenance
Address ID:

Repair & Maintenance
Address 1:

Repair & Maintenance
Address 2

Repair & Maintenance City:

Repair & Maintenance State
Code:

Repair & Maintenance State:

Repair & Maintenance Zip
Code:

Repair & Maintenance
County Code:

Repair & Maintenance
Craandyre

88855501

STAUFFER PLUMBING

ADOD4

P O BOX 1066

CLAYPOOL
AZ |

—_

Arizena

85532

State Process Overview
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The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-005 and represented by Figure 8 below.

1.

' StartProcess

Department identifies the need to update the repair and maintenance information for a
Fixed Asset at the component level. The type of change supported on a Fixed Asset Repair
and Maintenance document includes both recording modifications as well as additional
information to warranties.

The requesting Department is responsible for the drafting of the Fixed Asset Repair and
Warranty document (FRM) in the system. The FRM document records the repair and
maintenance information for a Fixed Asset at the component level and is also used to record
modifications as well as additional warranty information. Any supporting documentation may
be attached to the FRM document at this time. Upon completion of the data entry the FRM
document is submitted and routed for approval.

The FM document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

Upon final submission of the FRM document the Fixed Asset Repair and Maintenance (FARM)
table, Fixed Asset Registry Component table (FARCOMP), and associated tables within AFIS
will be updated.

Figure 8: Modify Repair and Warranty Information (AM-TB-005)

" Approved? |
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AcTiviTy 5.3
Capture Labor & Materials Costs of Repairs & Maintenance

Scenario

Your department wants to track the warranty and repair of its recent Prisoner Transportation Bus
purchase from Activity 1.2. You have looked on the FAWR and FARM tables and found that this
information has not been recorded yet for your asset. Create the FRM document to track the warranty
and repair for this asset.

Note: This activity is linked to activity 1.2, which must be completed successfully before performing the
steps in this activity.

Setup
v' User is logged into the AFIS Home Page.

Steps
A. Create an FRM document from the Document Catalog.

1. Click Search.

Click Document Catalog.

Click Create link.

In the Code field, enter FRM.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

No vk wnN

Document Catalog

Search sk

¥ Document ldentifier
Code : Fpy | Unit :
Dept. : 199 D :

= Other Options
Auto Numbering : [
Create Template : [~

B. Complete the General Information tab in the Header component.

1. The FRM document opens. When the document is created, a new Document ID is generated.
The document is shown as Ver: 1, Function: New, Phase: Draft.

2. Inthe Document Description field, enter Track Warranty and Repairs.

3. Inthe Fixed Asset Number field, enter your student data card information.
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4. Verify the Event Type is set to FA15 (Repair and Warranty Fixed Asset).

w
= List View

[N I EIRL flynEV I Extended Doc Description | Document Information
Document Name: < Fixed Asset | STU 101-1.2 il
- Humber:
Record Date: | Event Type: | FA1S |
Fizcal Year: Asset System
Humber:
Document | Track Warranty and Repairs 3

Description: - Asset System -

Description:

C. Complete the Component General Information tab in the Warranty-Repair and Maintenance
component.
1. Click the Open Document Navigator (small arrow on left side) to switch to Document
Navigator mode.
Click the Warranty-Repair and Maintenance component.
Click Insert New Line.
From the Component Number pick list, select 1.
Click Save.

vk wnN

[Ty L EN RN ETETR DG uE L VWarranty | Repair & Maintenance

Component Number: |1 il

Debt 1D:

D. Complete the Repair &Maintenance tab in the Warranty-Repair and Maintenance component.

1. Click the Repair and Maintenance tab.

From the Repair and Maintenance Action drop-down list, select Add.
From the Repair & Maintenance Type pick list, select Emerg Repair-EXT.
From the Start Date of Repair & Maintenance field, enter today’s date.
From the End Date of Repair & Maintenance field, enter today’s date.
In the Labor Cost of Repair & Maintenance field, enter 575.

In the Material Cost of Repair & Maintenance field, enter 125.

No vk wnN
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8. Inthe Repair & Maintenance Vendor Code field, enter 88855501.
W Repai and iiai

E.

Component General Information | Warranty
Repair & Add - Repair & | 32355501 |
Maintenance Action: Maintenance
Vendor Code:
FA Repair & 4 |
Maintenance Repair &
NHumber: Maintenance
Vendor Hame:
Repair & | EMERG REPAIR-EXT il
Maintenance Type: Repair & i.
Maintenance
External Emergency Repair Address ID:
Start Date of Repair | 02M17/2015 = Repair &
& Maintenance: Maintenance
Address 1:
End Date of Repair & | 02M17/2015 =
Maintenance: Repair &
Maintenance
Labor Cost of | 2575.00 Address 2:
Repair &
Maintenance: Repair &
i Maintenance City:
Material Cost of | $125.00
Repair & Repair & i.
Maintenance: Maintenance State
i Code:
Other Cost of Repair
& Maintenance: Repair &

Check the FRM document for errors.

1. Click the Validate button to check for errors. The vendor information infers.

2. If any errors exist, correct the errors and click the Validate button again. If the validation is
successful, the following message displays in the upper left corner of the screen: "Document
validated successfully.”

3. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

F. Once approval is applied and the FRM is in Final status, navigate to the FARM table and verify the
repair and maintenance costs are appropriately recorded, then return to the Home Page.

1. Inthe Jump to field, enter FARM.
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2. Click Go.
3. The FARM table displays. Click Search.
4. Inthe FA Number field, enter number from step B2.
5. Click Ok.
FA Repair & Maintenance Number : Doc ID :
Doc Code : FANumber: STUT01-12 |
Doc Dept : FA Component Number :
k Clear Cancel
Do Q Internet | Protected Mode: Off g v

6. Once on the record, verify that the following fields are updated:

o Repair and Maintenance Type



O O O O O O

Repair and Maintenance Name

Start Date of Repair & Maintenance
End Date of Repair & Maintenance
Labor Cost of Repair & Maintenance
Material Cost of Repair & Maintenance
Total Cost of Repair & Maintenance

AFIS | Asset Management

FA Repair & Maintenance

FA Repair & Maintenance Number

Document ID

FA Number FA Component Number

b 21  FREM-101-201500000010-1 STU 101-1.2 1

First Prev Next Last

Search #&
= Asset Information
FA Number: =11 101 -1.2
FA Component Humber:
Doc Code : Fpyy
Doc Dept: 1pq

Doc ID: 201500000010

= Repair Details
FA Repair & Maintenance Number :
Repair & Maintenance Type :

Repair & Maintenance Name :

Start Date of Repair & Maintenance :
End Date of Repair & Maintenance :
Labor Cost of Repair & Maintenance :
Material Cost of Repair & Maintenance :
Other Cost of Repair & Maintenance :
Total Cost of Repair & Maintenance :

21

EMERG REPAIR-EXT
External Emergency Repa
021712015 |
021712015 |
5575.00

$125.00

5700.00

Warranty Agreement Number :

Repair and Maintenance Description :

Repair & Maintenance Performed By :
Repair & Maintenance Inspected By :
Repair & Maintenance Inspection Date :

7. Click Home in the Primary Navigation Panel to return to the Home Page.
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5.4. Modify Asset Value

When users need to record accounting adjustments (increases or decreases) to an existing asset’s
Accounting Lines in AFIS, they process the adjustment using the Fixed Asset Increase / Decrease (Fl)
document. Adjustments may be necessary to account for additional expenditures, accounting
adjustments, or accounting reclassifications related to the expense recorded for a specific asset. Such
adjustments may be entered using the Fixed Asset Increase / Decrease (Fl) document code. Any existing
line may be increased or decreased by entering a positive or negative dollar amount. New lines may be
introduced and existing lines decreased to zero.

This document can be used only to increase or decrease the value of the asset and will not record the
increase or decrease of the quantity to change any other value of the asset. Finally, users cannot
decrease an asset below the established Fixed Asset Capitalization Criteria (FACC) minimum for its asset
type, or its accumulated depreciation. The following main events occur when processing an FA Increase/
Decrease document:

= |f a new Accounting Line has been added then FI document adds the new Accounting Line to the
FA Registry accounting.

= [f an existing Accounting Line has been changed (increased or decreased) the historical cost, net
book value on the existing lines of the FAR accounting are updated accordingly.

= The historical cost on the FAR component and Header is also updated accordingly.

=  When the value of an asset that has already been depreciated is increased or decreased a
record is inserted to the DEPEC with the new historical cost.

= Records are inserted to the FA component Journal.

= Records are inserted to the FA accounting Journal.

= Fl documents cannot be processed for a fully disposed asset.

Many fields are protected and not editable on this document. Only those fields used to create and
record the increase or decrease postings are editable. All others are completed with the Auto Apply
action found on the Header and Component Line which bring information into the document from the
Fixed Asset Registry tables.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-006 and represented by Figure 9 below.

1. Department identifies the need to either increase or decrease the value of an asset.
The requesting Department is responsible for the drafting of the Fixed Asset
Increase/Decrease (Fl) transaction in the system. Adjustments for additional expenditures,
accounting adjustments, or accounting reclassifications related to expenses recorded for a
specific asset can be entered on the Fl document. The asset number, event type, and
document description fields are also editable on a FI document
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3. Any supporting documentation may be attached to the FI document at this time. Upon
completion of the data entry the FI document is submitted and routed for approval.

4. The Fl document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

5. Upon final submission of the FI document the Fixed Asset Registry Table (FAR) and other
associated tables within AFIS will be updated.

Figure 9: Modify Asset Value (AM-TB-006)

Fl Header

Mprwd? W o :J

The default Event Type for the Fl document is FAO7 (Increase/Decrease value of a Fixed Asset). Once a
user has entered the Fixed Asset Number, and clicked Auto Apply, the existing Component information
for the asset is inferred into the FI document from the Fixed Asset Registry tables.

FI Component

Fl component lists specific attributes of each asset component. Only component number can be
editable on this document in the case a user wishes to specify a specific component to change in value
instead of all components. All other fields are protected on this document. The Auto Apply action is
available on this page to retrieve values from the Fixed Asset Registry table for only the specified
components.

Fl Accounting

Enter a positive or negative dollar amount to increase or decrease an existing line, or insert a new
Accounting Line for the component and appropriate dollar amount in the Line Amount field. The FI
document may, then, be validated and submitted.
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AcTivity 5.4
Create A New Fixed Asset Increase (FI) Document

Scenario

While reviewing Fixed Asset Acquisition Activity, you realize an incorrect purchase price was entered on
the Harley Davidson Motorcycle Activity 4.7. Use the Fl document to increase the purchase price from
$6,500 to $16,500 (net increase of $10,000).

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Create an Fl document from the Document Catalog.

1. Click Search.

Click Document Catalog.

Click Create link.

In the Code field, enter FI.

In the Dept field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

No v s wN

Document Catalog

Search &k

w Document ldentifier
Code : f| | Unit:
Dept.: 101 D

= Other Options
Auto Numbering : [
Create Template : [~

Create

=
28
=

B. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.
In the Fixed Asset Number field, enter number from Activity 4.7 (Harley Davidson).
In the Document Description field, enter Increasing Asset Value.

4. Verify the Event Type is set to FAO7 (Increase/Decrease value of a Fixed Asset).
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5. Click the Auto Apply button.

Fixed Asset Increase.fDecrease[Fl',l| Dept: 101 1D: 201500000012 Ver: 1 Function: Mew  Phase: Draft | -

_ﬂ

|
ENLETETRD (o anEULLI Fitended Doc Description | Responsibility Center | Composite Asset Information | Fixed Asset Intent Reference
Document Information
Document Hame: - Fixed Asset Number: | STU1-HARLEY $|
Fixed Asset -
Record Date: Description:
Budget FY: -
Eiscal\ear: Document Total: $0.00
besiod Final Asset Value: $0.00
M Document Description: | Increazing Asset Value - Event Type:  FAQT 3 |
Memo Asset:
Asset Status:
Asset System Number: —
Asset Status Name:
Asset System -
Description:
A save || 5 Undo Auto Apply | | Fixed Asset Equity Sources
B soe | (5 v o |
Component Total Lines: 0 Fixed Asset Number: none Component Number: nl}fng
Accounting Total Lines: 0 Accounting Line: none  Line Amount: none

Posting Total Lines: 0 Posting Line: nong

C. Verify COA elements are inferred on the Responsibility Center tab.

1. Click the Responsibility Center tab.
2. Verify the Fund, Sub Fund, Department, and Unit fields are inferred.

_

General Information || Extended Doc Description Composite Asset Information || Fixed Asset Intent Reference
Document Information
Custodian: Revenue: Task:
Fund: 5001 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 101 Dept Revenue: Major Program:
Unit: 0101 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1010000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:

D. Verify the values associated with the Component Number are inferred on the Component
component.

1. Click the Component component.
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2. Verify the values associated with the Component Number on the tabs. They cannot be

modified.
Acquisition Details | Component Location Details | Component Classification
Cost, Valuation & Depreciation || Fixed Asset Intent Reference | Insurance
Component Humber: 01 il Tag Humber:
Commodity: 07158 Base Assetl: Yes

Units: 1.00000 Description 1:
Unit of Measure: E& Description 2:
Surface Area: Description 3:
Statiztical Units: Description 4:
Statistical UOM: Description 5
Manufacturer: HARLEY DAVIDSON Extended Description:

Model Number: H5700

E. Complete the General Information tab on the Accounting component, to increase the price of the
asset.

1. Click the Accounting component. It will open to the General Information tab.
2. Inthe Line Amount field, enter 10,000 (This is the amount of the increase).

EELEIG IR Dl LW Feferences | Fixed Asset Intent Reference || Fund Accounting || Detail Accounting

Event Type: FAODT Budget FY:
Accounting Template: ﬁl Fiscal Year:
Line Description: - Period:

Funding Fiscal Year: 2015

Funding Budget FY: 2015

Line Amount: 10,000 Responsibility Center ez

Posting:

Note: In order to decrease the amount, use the negative (-) sign.

F. Verify the values associated with the Component Number are inferred on the Accounting
component.

1. Verify the values associated with the Component Number on the tabs. They cannot be
modified.

2. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: "Document validated successfully.”
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3. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:

“Document submitted successfully.”

G. Once the Flis in Final status, navigate to the FARHDR table and the Fixed Asset Accounting Journal
to view updates, and then return to the Home Page.

1. Inthe Jump to field, enter FARHDR.

2. Click Go.

3. The FARHDR Search window displays. In the Fixed Asset Number field, enter number from
step B2 (Fixed Asset Number for Harley).

4. Click OK.

Fixed Asset Number :
Summary Asset Value :

Aszset Description :

Department :
Unit :

Activity :
Asset Type:
Asset Group:

Ok Clear Cancel

STUT-HARLEY

Acquisition Date :

B

Last Depreciation Date :

- Asszet System Number :

Asset System Description : |
FN Doc Code @
FN Doc Dept:
FN Doc 1D :

Asset Status :

5. Verify a record exists for the Fixed Asset Number. Note the Summary Asset Value, Summary
Net Book Value, and the Historic Asset Cost fields are updated.

Fixed Asset Registry Header

Fixed Asset Humber

v STU1-HARLEY
First Prev Next Last

kb
- General Information

Search

Asset Description
MOTORCYCLE - HARLEY 101

Fixed Asset Number:

Summary Asset Value :

Summary Accumulated Depreciation :
Summary Net Book Value :

Summary Valuation Amount: ¢

Asset Description :

Department Unit Summary Asset Value
0101 %16,500.00

STU1-HARLEY Summary Closing Costs : gp gg
$16,500.00 Summary Salvage Value : g1 g50 00
$0.00 Summary Selling Price : g g
216 500.00 Historic Asset Cost: =15 500.00
£0.00 Asset System Number :
MOTORCYCLE - HARLEY . Asset System Description :
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6. Click the Fixed Asset Registry Component link, which is at the bottom of the page (not
shown).

7. Verify the page has been updated.

8. Click the Fixed Asset Registry Accounting link, which is at the bottom of the page (not
shown).

9. Select the Search hyperlink located above the General Information component.

10. In the Fixed Asset Number field, enter number from step B2.

11. Click OK.

12. Verify the page has been updated.

Fixed Asset Registry Accounting

Fixed Asset Humber Component Number Accounting Line Amount

~ STU1-HARLEY o $16,500.00
First Prew Next Last

Search B
w General Information

Fixed Asset Number: cT{_-HARLEY Accumulated Depreciation : =g g
Component Number : g4 Net Book Value : =15 500.00
Accounting Line Amount: =45 5g0.00 Selling Price : gq gp

Historic Asset Cost: 515 sp0.00

B Fund Accounting

b Detail Accounting

b Document Reference

lop

 Fixed Asset Registry Header OF Fixed Asset Registry Component

13. Click Home in the Primary Navigation Panel to return to the Home Page.
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5.5. Cancel a Fixed Asset

When an asset record has been mistakenly entered into AFIS, a Department can delete the unnecessary

asset record using the Fixed Asset Cancellation (FC) document.

It is helpful to remember the following cancellation tips.

A component has to be cancelled completely. There is no partial cancellation of a component.
Nor can only one Accounting Line of the component be cancelled. If the amount on one of the
Accounting Lines of a component has to be reduced to zero, the FI document may have to be
used; in which case the asset entry will not be removed from the FAR table.

If only a component, and not a complete asset, is cancelled, entries from the FAR Component
and FAR Accounting tables relevant to that component will be deleted. The Asset number will
not be available to be reused.

If the complete asset is cancelled, entries from the FAR Header, FAR Component and FAR
Accounting tables will be deleted. The Asset number will be available to be reused.

If there are any FAPR references on the document and the asset is cancelled, no FAPR
updates/reversals will take place. However, the Shell generation detail are updated by
removing the Shell reference from the listing on the FAPR table.

Do not process an FC on an asset for the sole purpose of adjusting the base amount for
calculating depreciation, if the asset already has been depreciated in the system; rather
dispose of the asset with an FD document to properly adjust the depreciation and setup a new
one with a manual FA Document. Another option may be to process an Fl document to change
the accounting information.

If a user wants to create an asset with the FAPR reference that was on the cancelled
document, a user manually creates a new asset with an FA document using the same
information as the cancelled asset.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-003 and represented by Figure 10 below.

1.

Department identifies the need to cancel an asset that was entered in error or is allowed to
be cancelled by policy.

The requesting Department is responsible for the drafting of the Fixed Asset Cancellation (FC)
document transaction in the system. The main processing associated with a FC is to remove
the asset balance from the balance sheet and to remove the records from the Fixed Asset
Registry table. The fixed assed number is a required field to be entered on the FC document.
Any supporting documentation may be attached to the document at this time. Upon
completion of the data entry the FC document is submitted and routed for approval.
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3. The FC document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

4. The final submission of the FC document removes the asset balance from the balance sheet
and the records from the Fixed Asset registry tables within AFIS. If applicable, records will be
removed from the FA Warranty, FA Repair and Maintenance, FA Depreciation Elements
Change, FA Depreciation History, and FA Infrastructure Maintenance tables.

Figure 10: Create a Fixed Asset Cancellation (AM-TB-003)

FC Header

The default Event Type for the FC document is FA11 (Cancellation of a Fixed Asset). Once a user has
entered the Fixed Asset Number, and clicked Auto Apply, the existing Component information for the
asset is inferred into the FC document from the Fixed Asset Registry tables.

FC Component and Accounting

Since the component level and accounting level information is inferred from the Fixed Asset Registry
tables, no additional data entry is required. The FC document may, then, be validated and submitted.

ACTIVITY 5.5
Cancel a Fixed Asset with the FC Document

Scenario
Reviewing the acquisitions for the month you realize you incorrectly entered the Night Vision System on
the police vehicle. Create an FC document to cancel Component 2 as it is entered incorrectly.

Setup
v User is logged into the AFIS Home Page.

Steps
A. Create an FC document from the Document Catalog.

1. Click Search.

Click Document Catalog.

Click Create link.

In the Code field, enter FC.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

oV s wWwN
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. Click Create.

B. Complete the General Information tab in the Header component.

1.

vk W

When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

In the Document Description field, enter Cancel Component 2.

In the Fixed Asset Number field, enter your student data card information.

Verify the Event Type is set to FA11 (Cancellation of a Fixed Asset).

Click the Auto Apply button.

Fixed Asset Cancellation(FC) | Dept: 101 I1D: 201500000004 Ver.: 1 Function: New Phase: Draft -

w-;.

[eENE G anELL Extended Doc Description | Responsibility Center | Composite Asset Information | Document Information

Document Name: = Fixed Asset Number: =TU 1 COP CAR &I
Fixed Asset POLICE CAR i
Record Date: E Description:
Budget FY: -
Fiscal Year:

Document Total: 357,500.00

Lenok Final Accumulated 50.00
Document Description: | Cancel Component 2 o9 Depreciation:
- Final Asset Value: 50.00 =
Asset Status: 1 Final Net Book Value: 50.00
Asset Status Name: Active Event Type: Fali1 il
Memo Asset: No
Asset System Number:
Asset System -

Description:

B save || 3 undo Auto AQEI:;

C. Verify COA elements are inferred on the Responsibility Center tab.

1.

2

Click the Responsibility Center tab.
. Verify the Fund, Department, Unit, and Appr Unit fields are inferred.

General Information | Extended Doc Description Composite Asset Information | Document Information
Custodian: Revenue: Task:
Fund: 2001 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 101 Dept Revenue: Major Program:
Unit: 0101 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1010000 Function: Program Period:

D. Select the Component Number to cancel the Night Vision System only, located on Component
General Information tab.

165



AFIS

vk wnwN

| Asset Management

Click the Open Document Navigator (small arrow on left side) to switch to Document

Navigator mode.

Click the Component component. Both component lines are inferred.
Component Number 2 is the component which has a duplicate entry.
Select line 1 to remove the line that does not need to be cancelled.
Click the trash can icon for the line (line 1) to be eliminated.
Fixed Asset Humber Component Humber Component Total Units
STU 1 COP CAR 1 £42 500.00 1.00000
STU 1 COP CAR 2 §15,400.00 1.00000 @D
From 1 to 2 Total: 2 Gotolne: | Go]

6.

A window opens confirming that you want to delete the line. Click Yes.

| Confirm Delete

4 Are you =ure vou want to delete this line?

Y@M

7. One component line remains (Component Number 2). Verify the values associated with the
Component Number on this tab are inferred from the Fixed Asset Registry tables.

8. Review the other tabs. This information cannot be modified.

E. Verify the values associated with the Component Number are inferred on the Accounting
component.

1. From the Secondary Navigation Panel, click the Accounting component.

2. Verify the values associated with the Component Number on the tabs. They cannot be
modified.

3. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: "Document validated successfully.”

4. Click the Submit button to submit the document for approval after all errors are resolved. If

the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

F. Once approval is applied and the FCis in Final status, navigate to the FARHDR table and verify the
record for the asset remains since Component 1 still exists, then return to the Home Page.

1.
2.
3.
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4. Click Ok.

Fixed Asset Number: 3TU1 COP CAR Acquisition Date : B
Summary Asset Value : Last Depreciation Date : B

Asset Description : . Asszet System Number :

Asset System Description :

N FN Doc Code :

Department: FN Doc Dept :

Unit: FN Doc ID:

Activity : Asset Status:

Aszszet Type:

Asset Group:

Ok Clear Cancel

5. Verify a record exists for the Fixed Asset Number. Note the Summary Asset Value is $42,500.

Fixed Asset Registry Header

Fixed Asset Number Asset Description Department Unit Summary Asset Value

~ STU 1 COP CAR POLICE CAR 101 01 $42,500.00
First Prev Next Last

Search ¥k
= General Information
Fixed Asset Number: ¢y q copcarR Summary Closing Costs @ = gp
Summary Asset Value : =42 5000 Summary Salvage Value : z42 5p
Summary Accumulated Depreciation : Summary Selling Price @ =g gp

Summary Net Book Value :

Historic Asset Cost: =47 5pp.op
Summary Valuation Amount: = gg Asset System Number:

Asset Description : poLiCE CAR » Asset System Description :

6. Click the Fixed Asset Registry Component link, which is at the bottom of the page (not
shown).
7. Confirm only one record for Component 01 exists.

Fixed Asset Registry Component

Fixed Asset Number Component Humber ComponentValue Commeodity Code
~ STU 1 COP CAR 1 $42,500.00 07105
First Prew Next Last

8. Click Home in the Primary Navigation Panel to return to the Home Page.

167



AFIS | Asset Management

Lesson Summary

In this lesson, you:

= Created a Fixed Asset betterment using the Fixed Asset Acquisition (FA) document

= Created a simple Fixed Asset modification using the Fixed Asset Modification (FM) document
= Captured labor and material costs using the Fixed Asset Repair and Warranty (FRM) document
= Modified an assets value using the Fixed Asset Increase/Decrease (FI) document

= Canceled a Fixed Asset document using the Fixed Asset Cancellation (FC) document

Check Your Progress

1.

168

Which document is used to modify the warranty attributes of the asset?

a. FRM
b. FC
c. FA
d. FM

The FM document can be used to record changes in an assets location.

a. True
b. False

The Auto Apply action found on the Header and Component lines is helpful because it auto
populates information about the asset once the Fixed Asset Number has been selected.

a. True
b. False

A component of an asset or an entire asset, including all components, can be cancelled with the FC.

a. True
b. False
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6. Asset Transfers and Internal Sales

Learning Objectives

In this lesson, you will:

= Transfer an asset to a different unit using the Fixed Asset Transfer (FT) document
= Review the Reorganization process

= Process an internal sale using the Fixed Asset Internal Sale (FS) document

Lesson Overview

This lesson covers how Department users may transfer an existing asset to a different unit within their
Department, known as an intra-agency transfer. How to process an internal sale of an existing asset is
also reviewed.

FADY FA27
i Fixed Asset Disposition (FD) [EREMERSCAAILEL Rt Fixed Asset Acquisition (FA)
Internal Sale @Selling Price Acquire Internally @5elling Price
Yes

-

©

m - Part asset or

< RS Fixed Asset Internal Sale (FS)
£

[=%

5]

(%]

FADG
FADE
Responsibility Yes
enter Unit, Fixed Asset Transfer (FT) 4{ Multiple Fixed Asset Transfers (FT) ‘
Fixed Asset 0
Reorganization FADS
(FARO) 4.{ Multiple Fixed Assat Modifications (FV1)
FADA
New
":f“’r“":?"’ o T | Noasset link | Fixed Asset Acquisition (FA)

. SR External Sale @Selling Price Acquire Externally @Selling Price

b

(%]
L=

o

£ FADB

@ New
b= Responsibility Yes

enter Unit Fixed Asset Transfer (FT) a0s
Mo [Custodian or Location change} Eined Asset Modification
(M)

The transfer and internal sale processes covered in this section, allow the department to enter the
buying and selling information in one step and on one document. Alternatively, the department can
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always use a two step approach, of the selling agency entering a Fixed Asset Disposal (FD) document and
the buying agency entering a Fixed Asset Acquisition (FA) document. Additionally, if the asset is a capital
asset, functionality exists to allow the buying side to copy forward the FD (FAO9 event type) to create
the FA (FA27 event type) document. Fixed Asset Transfer.

A Department may transfer an existing asset to a different unit within that Department in AFIS.
Additionally, a Department may transfer an existing asset to a different fund within the Department, if
both funds are marked for General Capital Assets Fund posting (Fund 1300). To record this change, a
user from the sending unit must create Fixed Asset Transfer (FT) document and provide the receiving
unit’s information, in the Responsibility Center tab on the FT Header. The new location of the asset
should also be updated on the FT Component line. After the FT document has been submitted, a
Department level approver must approve the FT document, to send it to Final Phase.

The FT document depreciation is calculated up until the reorganization date (Record Date of the FT
document) and is charged to the sending unit’s Responsibility Center.

‘ Note: This is only if the asset is recorded at the responsibility center.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-009.3 and represented by Figure 11 below.

1. Department identifies the need to transfer an asset.
The sending Department or Unit is responsible for the drafting of the Fixed Asset Transfer
(FT) document in AFIS. The FT document may be used to record the movement of assets
between units or GCA funds. Any supporting documentation may be attached to the FT
document at this time.

3. The FT document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

4. The FT document will be submitted. The Fixed Asset Registry (FAR) table and Fixed Asset
Component Journal (JFACJ) will be updated. If there is a financial impact, the Fixed Asset
Accounting Journal (JFAAJ) and the General Accounting Journal (JACTG) will be updated.

Figure 11: Fixed Asset Transfer (AM-TB-009.3)

N
e )
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AcTiviTy 6.1

Create an Intra-Agency Transfer with an FT Document

Scenario

You need to transfer the Harley Davidson Motorcycle from Activity 4.7 to a different unit and location.

Create an FT document to record the transfer.

Note: This activity is linked to activity 4.7, which must be completed successfully before performing the

steps in this activity.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Create an FT document from the Document Catalog.

No vk wN

Click Search.

Click Document Catalog.

Click Create link.

In the Code field, enter FT.

In the Dept field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

B. Complete the General Information tab in the Header component.

1.

When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

In the Fixed Asset Number field, enter your student data card information.

In the Document Description field, enter Transfer Asset.

Verify the Event Type is set to FA06 (Transfer a Fixed Asset).
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5. Click the Auto Apply button.

Document Name:

Record Date: /|
Budget FY:
Fiscal Year:
Period:

Document Description: | Transfer Asset

New ComplexiBuilding:

Asset Status:
Asset Status Name:

Maanr Azt Statie: A

F save | “3 undo

LEELETE NN GInEL Extended Doc Description | Responsibility Center | Composite Asset Information | Document Information

Fixed Asset Number: | STU1-HARLEY &

Fixed Asset | MOTORCYCLE - HARLEY
Description:

m

Document Total: $0.00

Document 50.00
Depreciation:

- Final Accumulated 50.00
Depreciation:

Final Asset Value: $15,500.00
- Final Net Book Value: $0.00
Event Type: FAlS a

Memo Asset: No

Asset Svstem Number: =

Auto Aﬂ:ﬁr Fixed Asset Equity Sources
A/

C. Complete the Responsibility Center tab.

1. Click the Responsibility Center tab.
2. Verify that the asset values are inferred from the Fixed Asset Registry tables on the

Responsibility Center tab.

3. From the New Fund picklist, select 9000.
4. From the New Department picklist, select your student data card information.
5. From the New Unit picklist, select your student data card information.
6. Inthe New Appr Unit field, enter 1000000.
Fund: 3001 New Dept Object: ﬁ New Task Order: ﬁ
New Fund: | 9000 ﬁ Dept Revenue: Major Program:
Sub Fund: New Dept Revenue: a News Major
Program:
New Sub Fund: ﬁ Activity:
’ Program:
Department: 101 Hew Activity: 3 N i
New Department: | 100 ﬁ Sub Activity:
n B Phase:
Unit: 0101 Mew Sub Activity: i Hew Phase: 2
New Unit: | 0100 i Function:
’ Program Period:
Sub Unit: Newr Function:
New Program ﬁ
New Sub Unit: A Sub Function: Period:
Appr Unit: 1010000 New Sub Function: B Location:
New Appr Unit: | 1000000 i Reporting: Hew Location: ﬁ

D. Complete the Component Location Details tab.

1. Click the Open Document Navigator icon (small arrow on left side) to switch to Document
Navigator mode.
Click the Component component.
Click the Component Location Details tab.

4. Verify that the asset values are inferred from the Fixed Asset Registry tables on the
Component Location tab.

5. From the New Location pick list, select your student data card information.
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6. From the New Sub Location pick list, select your student data card information.

Component Classification

Component General Information | Acquisition Details eGSO @R TR G

Cost, Valuation & Depreciation

Insurance

Location: 1018
Address 1:
Address 2:

City:
State:
Zipe
County:

Country:
Longitude:

Latitude:

Sub Location: 002

~ L I

New Location: | 1004 ﬁl
Hew Address 1:
New Address 2:
New City:
Newr State:
New Zip:
New County:
New Country:
HNew Longitude:

New Latitude:

Hew Sub 001
Location:

|

7. Click the Validate button to check for errors. If any errors exist, correct the errors and click

the Validate button again. If the validation is successful, the following message displays in

the upper left corner of the screen: "Document validated successfully.”

Verify the Depreciation Amount is appropriately calculated based on the Depreciation Method

(Straight-Line).

1. Click the Cost, Valuation & Depreciation Method tab.
2. Verify the Depreciation Amount is appropriately calculated.

| cComponent  FixcdAssethumber: STUIHARLEY Componenthumber:0i |

Component General Information || Acquisition Details

Cost, Valuation 8 Depreciation [istsiilg=lys:}

Component Location Details | Component Classification

Cloging Costs: S0.00
Salvage Value: 51 850.00
Valuation Date:
Valuation Amount: 50.00
Replacement Date:
Trade-In Credit:

Appraisal Date:

Depreciation Amount: =450 .90
Last Depreciation Date:

Fixed Asset Registry 315 500.00
Value:

Final Accum Depr: 345090
Final Net Book Value: 515 04310

Depreciation Method: Straight Line

Depreciation Structure: Responsibility Center

Verify the accounting information is appropriately recorded on the Accounting component.

1. Click the Accounting component.
2. Verify there are two accounting lines.

3. Verify that Accounting Line 1 is selected in the grid and the Depreciation Amount is recorded

on this line.
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= e -

Accounting Line Line Amount Event Type Depreciation Amount
1 $0.00 FADE $450.90
2 20.00 FADE S0.00
From 1 to 2 Total: 2 Goto line: Go

= List View
(LRI (BN Fund Accounting | Detail Accounting ﬂ

Event Type: FADS Budget FY:
Accounting Template: Fiscal Year:
Line Description: Period:
Line Amount: 50.00 Responsibility Center [/
Posting:
Depreciation Amount: $450.30
Accum Depr Amount: 50.00

4. Click the Fund Accounting tab.

5. Verify the depreciation calculated in the previous step is appropriately recorded on
Accounting Line 1 against the old Unit.

6. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

G. Once approval is applied and the FT is in Final status, navigate to the JFAAJ table and verify the asset
information is updated.

1. Inthe Jump to field, enter JFAAJ.

2. Click Go.
3. The JFAAJ Search window displays. In the FA Number field, enter number from step B1.
4. Click Ok.
Run Tm : B BSA :
Doc Record Date : B Department :
Fiscal Period : Unit :
Fiscal Year : Doc CD:
Budget FY : Doc Dept :
Posting Code : Doc D :
Fund : FA Number: STU1-HARLEY
Object : Component :
Ok Clear Cancel

5. Six records display, as there are two records (debit and credit) for each document number
(FA, Fl and FT) that was created with this fixed asset.
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6. Click the first record for the FT document. Note the Posting Am (Amount) is the depreciation
amount recorded on the FT document.

Fixed Assets Accounting Journal

Run Tm

02172015
02H72015
021892015
02192015
Q2202015
022002015

Document ID

FA 101 201500000077
FA 101 201500000077
FI1 101 201500000012
F1 101 201500000012
FT 101 201500000065
FT 101 201500000065

First Prev Mext Last

Search Wk
w General Accounting

Doc Record Date : g2/17/2015 =

Fiscal Period : o
Fiscal Year : 245
Budget FY : 2p45
Fiscal Quarter : 3
Event Type : Fans
Event Category : 7
Pstng Prin: gz
Posting Code : Fpop

Accounting

FA Number e
Line

Component

STUM-HARLEY 01
STU1-HARLEY 1
STU1-HARLEY 01
STUM-HARLEY 01
STU1-HARLEY 1
STUM-HARLEY 01

Ln Fune: | yon_Standard

Pstng Am : 5450 90
DriCr:
IncriDers : |
FA Number: ¢

Component: g
Accounting Line : 4
Posting Line : 4

RunTm: g2/20/2015 =

N [ O I

[ Y Y

DriCr

[T = T = o R =]

Pstng Am

$6,500.00
(26,500.00)
£10,000.00
(510,000.00)
$450.90
(5450.90)

7. Click Home in the Primary Navigation Panel to return to the Home Page.

6.1. Reorganization Process

The Reorganization Process modifies Location-related fields (Location, Sub Location or Complex

Building) or transfer Responsibility Center fields such as Department or Unit Code.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-009 and represented by Figure 12 below.

1.

The Department may determine that changes to a group of assets needs to be processed.

The Fixed Assets Reorganization (FARO) facilitates the automated reorganization of multiple

assets. The Fixed Asset Reorganization (FARO) batch process will be used to modify

descriptive (non-accounting) and Chart of Accounts (COA) fields as related to responsibility

Center entries. The Department notifies GAO of the intended change via written

communication defining the table entries needed.

Selection parameters are entered on the Fixed Asset Reorganization (FARO) table by

specifying the old values and new values received from the Department.
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3. GAO runs the off-line batch process (FARO) in report mode. GAO provides the Department
with the reports for validation prior to running the off-line batch process in update mode.

4. Departments will review and validate the outcome of mass changes to the FARO table in
report mode. If the Department approved the intended results listed on the reports, proceed
to Step 5 (financial impact) or Step 6 (non-financial impact).

5. If the proposed mass changes will have a financial impact, proceed to Step 7.

If the proposed mass changes will not have a financial impact, proceed to Step 8.

7. The proposed changes to the FARO table previously ran in report mode will be reviewed and
approved by the GAO.

8. GAO runs the off-line batch process (FARO) in update mode.

9. The off-line batch process (FARO) uses the information entered on the FARO table to
generate Fixed Asset Modification (FM) documents (refer to script AM-TB-004) for changes in
non-accounting information. The Fixed Asset Transfer (FT) documents (refer to script AM-TB-
009.3) are generated to modify COA fields. Upon final submission of the documents, the
Fixed Asset Registry tables and associated tables in AFIS are updated.

10. This process will generate two reports: Fund/Sub Fund Edits Exceptions and Depreciation
Edits Exceptions. These reports define those FARO changes that did not meet the system
edits and therefore did not have documents created. The Department is responsible to
review all Exception Report entries and re-submit as necessary.

Figure 12: Reorganization Process (FARO) (AM-TB-009)

M
I Mo

Step 9

Step 2 ‘ Step 3 ‘

Establish Run Batch Job Step 7 steps

| Create Documents
| (FT and /or FM)

Review and - B Approved? sl ae « Run Batch Job
Approval

“Update Mode”

FARO Table |  “Report Mode” ‘
Parameters ‘

™| FT:
AM-TB- | AM-TB- |
Siep'g 004 009.3
Modification to
Financials

Step 4
validate Intended

Results

Step 10
Review Exceptions
‘ Reports

seps
Modification to

No
Approved? “Yes—P-

Financial

—Pio —]
Impact? »

Descriptive
Information

6.2. Create Fixed Asset Internal Sale Document

A Department may be required to process an internal sale of an existing asset, if the asset is moving to
another fund. To complete this process in AFIS, the Fixed Asset Internal Sale (FS) document is used. The
FS document can only be used for capital assets, and will not allow the asset number to be changed. If
the asset is a memo asset, or the fixed asset number must be changed, use the two step process
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discussed in the Lesson Overview of this section.

No

Step 2
Establish

Step 1

Business Revi

FARO Table “Report Mode”
Parameters

Step 9
Step7 Step 8 Create Documents
Review and > Approved? ganioie g Fun Batch ob ey o PPN
Approval “Update Mode” Y i

Step 3
Run Batch Job

1
wai]|
FM: ‘ FT:
AM-TB: ‘ AM-TB:
Step 4 Step5 004 009.3
Validate Intended Modification to
Results Financials

iew

Step 10
Review Exceptions

Reports

Step 6
Financial - Modification to
Impact? Descriptive
Information

Approved?

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-016 and represented by Figure 13 below.

1.

Department identifies the need to transfer an asset. If the Department determines the
transaction will be an inter-agency transfer proceed to step 2. If the transaction is not an
inter-agency transfer, proceed to step 4.

The Department completes the SP101 and marks the “transfer to” check box. The SP101
form is forwarded to the Surplus Property Management Office (SPMO).

SPMO will determine if a transfer is in the best interest of the State of Arizona. If the transfer
is in the State’s best interest and the SP101 form has been completed correctly, SPMO will
approve the SP101 form. If the transfer is not in the State’s best interest and/or the SP101
form has not been completed correctly, SPMO will reject the SP101 form and a new process
must be initiated.

The Department is responsible for the drafting of the Fixed Asset Internal Sale (FS) document
in AFIS. The FS document may be used to record the movement of assets between
Departments or units. Any supporting documentation may be attached to the FS document
at this time.

The FS document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

The FS document will be submitted. The Fixed Asset Registry (FAR) table and Fixed Asset
Component Journal (JFACJ) will be updated. If there is a financial impact, the Fixed Asset
Accounting Journal (JFAAJ) and the General Accounting Journal (JACTG) will be updated.
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Figure 13: Record Fixed Asset Internal Sale (FS) as Value other than Net Book Value (AM-TB-
016)

The Fixed Asset Internal Sale (FS) document allows users to sell an asset internally, and retain the asset
number associated with the internally sold asset. The buying Department creates a Fixed Asset Internal
Sale (FS) document that contains the selling price of the asset. Like the FT document, it is important to
record the new location of the asset. However, on the FS document, there are two Responsibility Center
tabs: one is for the Seller, in which the fields are inferred; the other is for the Buyer. Update the new
Fund, Department, and Unit in the Buyer Responsibility Center tab and the New Location field, on the
Component section.

Here are some additional fields that should be populated on the FS document:

= Disposition Method

=  Selling Price - enter the new value

=  Fixed Asset Classification - select either Contributed or Adjustment

= Line Amount, which records the selling price on the Accounting component.

Note: The Component and Accounting Lines must equal the same value.

AcTiviTY 6.4
Create a Fixed Asset Internal Sale (FS) Document

Scenario

The Department of Transportation sells a truck to your Department. In order to retain the asset number,
process an FS document to record the internal sale. The selling price is $2,000.

Setup
v User is logged into the AFIS Home Page.
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A. Create an FS document from the Document Catalog.

No vk wN

Click Search.

Click Document Catalog.

Click Create link.

In the Code field, enter FS.

In the Dept field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

B. Complete the General Information tab in the Header component.

1.

When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

In the Document Description field, enter Internal Sale of Vehicle.

In the Fixed Asset Number field, enter your student data card information.

Verify the Event Type is set to FA29 (Internal Sale Fixed Asset).
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5. Click the Auto Apply button.

_ﬁ
= ListView | |

CELE G 0l EWGO Extended Doc Description | Seller Responsibility Center | Buyer Responsibility Center | Composite Azset Information

»

Disposition Information | Fixed AssetIntent Reference | Document Information

Document Name: - Fixed Asset Number: |3TU1-6.4 il
- Fixed Asset Description: - 3
Record Date:
Budget FY: A
Fiscal Year: Document Total: $0.00
Period: Event Type: | FAZ9 |
Document Description: | internal sale of vehicle : Asset System Number: $| [ ]
New Complex/Building: a AE;::C?::&: il

H save | “3 undo Auto Apply | Fixed Asset Equity Sources
o'

A S

C. Review the Seller Responsibility Center tab.

1. Click the Seller Responsibility Center tab.
2. Verify that the asset values are inferred from the Fixed Asset Registry tables on the
Responsibility Center tab.

General Information || Extended Doc Description |[SIE g EEhOELITVESC 8 Buyer Responsibility Center | Composite Asset Information

Disposition Information || Fixed Asset Intent Reference | Document Information

Custodian: Revenue: Task:
Accounting Sub Revenue: Sub Task:
Template:
Dept Object: Task Order:
Fund: DT2031
Dept Revenue: Major Program:
Sub Fund:
Activity: Program:
Department: DTA
Sub Activity: Phase:
Unit: 1510
Function: Program Period:
Sub Unit:
Sub Function: Location:
Appr Unit: DT59320
Reporting: Sub Location:
Object:
Sub Reporting: Assignee Employee
Sub Object: Number:

D. Complete the Buyer Responsibility Center tab.

1. Click the Buyer Responsibility Center tab.

2. From the New Fund pick list, select your Fund from the student data card information.

3. From the New Department pick list, select your Department from the student data card
information.

4. From the New Unit pick list, select your Unit from the student data card information.
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From the New Appr Unit pick list, select your New Appr Unit from the student data card
information.

_

General Information | Extended Doc Description | Seller Responsibility Center |([SINEEEEENBUETTVESN Il Composite Asset Information
Disposition Information || Fixed Asset Intent Reference | Document Information
New Custodian: &l New Revenue: &l New Task: &l
New Accounting $| Hew Sub Revenue: 3 | New Sub Task: 3 |
Template:
New Dept Object: 4| New Task Order: 4|
New Fund: | 2001 A = =
New Dept Revenue: 4 New Major Program:
New Sub Fund: il - & - e
New Activity: 4| New Program: |
New Department: | 101 4 = B
New Sub Activity: 4| New Phase: &
News Unit: | 0101 4|
New Function: 4 New Program |
New Sub Unit: 4| Period:
Hew Sub Function: 4 | .
New Appr Unit: | 1010000 A = Hew Location: &

Complete the Disposition Information tab.

o v s wWwN

Click the Disposition Information tab.

Verify that the asset values are inferred from the Fixed Asset Registry tables.
In the Disposition Date field, enter today’s date.

In the Disposition Method field, enter TRAN.

In the Selling Price field, enter 2000.

In the Disposition Authority field, enter SP101.

_

General Information || Extended Doc Description | Seller Responsibility Center | Buyer Responsibility Center | Composite Asset Information

INELLI ORI ke Fixed Asset Intent Reference | Document Information

Disposition Date: | 2/17/2015 Selling Price: | 2000
Disposition Method: | TRAN A Disposition Authority: | 5P101
Depreciation Amount: Net Book Value: 519 866.54
Document Depreciation: $0.00 Historic Asset Value: 521,000.00
Final Accumulated $1,333.46 Final Asset Value: $0.00

Depreciation: )
Final Net Book Value: (51,333.46)

Seller Useful Life:
Last Depreciation Date:

Seller Depreciation
Method: Seller In Service Date:

Complete the Component Acquisition Details tab.

1.

Click the Open Document Navigator (small arrow on left side) to switch to Document
Navigator mode.

Click the Component component.

Click the Acquisitions Details tab.

The Acquisition Date will infer from the Disposition Date on the Header, upon validation.
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5. From the Acquisition Method pick list, select TRAN.

Component General Information IO EECIER Component Location Details | Component Classification ﬂ

Cost, Valuation & Depreciation | Disposition Details | Fixed Asset Intent Reference | Insurance

Acquisition Date: Vendor:

Acquisition Method:  TRAN il Vendor Name:

Gain/Loss Account Alias/DBA:
T :

LbE Purchasing

Authority:

G. Complete the Component Location Details tab.
1. Click the Component Location Detail tab.
2. From the New Location field, select Location A for your department by using the picklist.
3. From the New Sub Location field, select Sub Location 001 for your department by using the
picklist.

| Component  FixedAssetHumber: STU1-64 ComponentHumber:1 |

Component General Information | Acquisition Details Component Classificatiol
Cost, Valuation & Depreciation | Disposition Details | Fixed Asset Intent Reference | Insurance
Location: 010 Mew Location: | 1014 |
Address 1: Hew Address 1:
Address 2: Hew Address 2:
City: Hew City:
State: Hew State:
Zipe Hew Zip:
County: New County:
Country: New Country:
Longitude: New Longitude:
Latitude: New Latitude:
Sub Location: 001 New Sub Location: | 001 4|

H. Complete the Component Classification tab.

1. Click the Component Classification tab.
2. Verify that the asset values are inferred from the Fixed Asset Registry tables.
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From the Fixed Asset Classification pick list, select Adjustment.

Component General Information | Acquisition Details | Component Location Details |yl sledi 1] KMEELT) fiw1e])]

Cost, Valuation & Depreciation | Disposition Details

Fixed Az=et Intent Reference || Insurance

Fixed Asset Adjustment -«
Clas sification:

Fixed Asset 1072-48
Catalog:

Fixed Asset Type: WV
Fixed Asset Group: 1072
Useful Life: | 4
In Service Date: =]
Out-of-Service Date:

Received Date:

BSA:

Sub BSA:

OBSA:

Sub OBSA:
Accum Depr BSA: 0285

Accum Depr Sub
BSA:

Complete the General Information tab on the Accounting component.

vk wnN

Click the Accounting component.

In the Line Amount field, enter 2000.

Confirm the Funding Fiscal Year field is set to 2015.
Confirm the Funding Budget Fiscal Year field is set to 2015.
Confirm the Responsibility Center Posting check box is checked.

[N E W W EL | Fixed Asset Intent Reference | Fund Accounting | Detail Accounting

Event Type: FAZS

Accounting il
Template:

Line Description:

Line Amount: | 2000

Internal Sale
Gain/Loss Amount:

Depreciation %0.00
Amount:

Historic Asset 321, 000.00
Cost:

Accum Depr 20.00
Amount:

Budget FY:

Fizcal Year:

Period:
Funding Fiscal Year: 2015
g Funding Budget FY: | 2015
Selling Price: 50.00

Responsibility [
Center Posting:

Debt ID:

[+

Complete the Fund Accounting tab.

1.

Click the Fund Accounting tab.

| Asset Management
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2. Inthe Fund field, enter your student data card information.

3. Inthe Department field, enter your student data card information.
4. Inthe Unit field, enter your student data card information.

5. Inthe Appr Unit field, enter your student data card information.

6. Inthe Object field, enter 8411.

General Information | Fixed Asset Intent Reference Detail Accounting
Fund: | 3001 A Object: | 2411 hin 0BSA: 4
Sub Fund: 4 Sub Object: A Sub OBSA: i
Department: | 101 4 Revenue: 4 Dept Object: 4
Unit: | 0101 ﬁ Sub Revenue: i Dept Revenue: ﬁ
Sub Unit: 4 BSA: A
Appr Unit: | 1010000 4 Sub BSA: A

7. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: "Document validated successfully.”

8. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

K. Once approval is applied and the FS is in Final status, navigate to the Fixed Asset Component Journal
and verify the asset information is updated.

1. Inthe Jump to field, enter JFACJ.

2. Click Go.
3. The JFAC]) Search window displays. In the Department field, enter your student data card
information.
. Inthe FA Number field, enter your student data card information.
5. Click Ok.
Department: 101 FA Number: STU1-6.4
Unit : FA Component Number :
Activity : Acquisition Method :
Function : FA Type:
Reporting : Asset System Number :
Location : Asset System Description :
Sub Location : FN Doc Code :
Doc Code : FH Doc Dept :
Doc Dept: FN Doc 1D :
DocID: Asset Status:
Ok Clear Cancel

6. Click the FS record.
7. Confirm the Final Asset Component Value is $2,000.00.
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8. Click Responsibility Center to expand the component and verify the details here.

= Responsibility Center

Custodian : Appr Unit : 41510000 Task:
Fund: gggq Object : Sub Task:
Sub Fund : Sub Object : Task Order:
Government Branch: g2 Revenue : Major Program :
Cabinet: g Sub Revenue : Program :
Department: 11 Dept Object : Phase :
Division : 14 Dept Revenue Program Period :
Group : Activity : Assignee Employee Number :
Section : Sub Activity : Assignee Employee Name :
District : Function : Use Code :
Bureau: Sub Function : Driver's License Number :

Unit: gqg1 Reporting :

Sub Unit : Sub Reporting :

9. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= Transferred an asset to a different Unit using the Fixed Asset Transfer (FT) document
= Reviewed the Reorganization process

= Processed an internal sale using the Fixed Asset Internal Sale (FS) document

Check Your Progress

1. The FT document is used to transfer assets between Responsibility Center funds.

a. True
b. False

2. Which document records the internal sale of an asset?

a. FM
b. FI

c. FD
d. FS

3. With an FT document, if an asset is accounted for at the responsibility center, depreciation is
calculated up until the reorganization date (Record Date of the FT document) and is charged to the
sending unit’s Responsibility Center.

a. True
b. False
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7. Asset Depreciation

Learning Objectives

In this lesson, you will:

= List the depreciation process
= Record manual depreciation using the Manual Depreciation (FE) document
= Navigate to depreciation tables

Lesson Overview

Depreciation is a loss or decrease in the value of an asset due to time, wear, or market value. The State
uses the Straight Line Method on its depreciable assets. There are two tables: Depreciation History
(DEPH) to view depreciation history and Depreciable Elements Change (DEPEC) to view depreciation-
related elements (for example, useful life) that have updated throughout the year.

7.1. Mass Depreciation Process

Depreciation is the process by which an asset’s book value decreases over time. As capital assets age,
wear, or become obsolete, the loss in value is recognized as depreciation expense. A server, for
example, that initially costs $5000 is worth substantially less than the original cost in the third year of its
useful life.

This section provides a detailed description of the Asset Depreciation business process, performed by
the General Accounting Office. The Straight Line method is identified as the depreciation method which
is going to be used by the State. This scenario describes the ability for the General Accounting Office to
depreciate assets in AFIS, using the Straight Line method of Depreciation for CAFR Reporting.

The following asset types (“Fixed Asset catalogs” in AFIS) are identified as non-depreciable by the State:

= land

= Construction in Progress

=  Works of art Non-Depreciable

= [nfrastructure Non-depreciable

= Development in Progress — Intangible capital assets

= Tangible Rights of Way — Land Held for Future Development

All the other asset types are subject to straight line depreciation. Users may check whether a specific
asset type is subject to depreciation by reviewing the records on Fixed Asset Type (FATP) Table in AFIS.

The Mass Depreciation process may be run in two modes: Report Mode or Update Mode.
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= The Report Mode generates a report listing the depreciation to be applied to each selected
asset based on the input parameters and each asset’s depreciation attributes. The report is
sorted and summarized by Department and Fixed Asset Type. No depreciation updates are
made in the system when the process is run in this mode.

= In Update Mode, the process calculates the depreciation and updates Journals and the Fixed
Asset Registry with Mass Depreciation (ME) documents. End users are not able to open these
documents though they do appear as a record on these tables. The ME document does not
appear on the Document Catalog, but users are able to view it on the Fixed Asset Accounting
Journal (JFAAJ) and Accounting Journal (JACTG) tables. The Mass Depreciation job also inserts
the calculated Depreciation Amount in the Depreciation History (DEPH) table for each asset
record in AFIS.

The General Accounting Office runs the AFIS Mass Depreciation Process in update mode monthly and
during the annual close each year. The batch process only selects assets subject to depreciation, and
automatically computes depreciation using the Straight Line Method.

Any asset changes made between depreciation runs will be included in depreciation calculations, during
the next process run.

Once the Mass Depreciation process is run in update mode, infoAdvantage tables are also updated,
which will then be used to generate CAFR Reports.

7.2. Manual Depreciation State Process Overview

The manual depreciation process could be used for example where correction to a depreciation amount
needs to be recorded immediately instead of waiting for the automated process to run.

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-007 and represented by Figure 14 below.

1. Inthe event that an asset that was scheduled for depreciation was not effectively processed
during the mass depreciation run, the FE document will be processed in order to depreciate
the asset manually.

2. The General Accounting Office is responsible for the drafting of the Fixed Asset Depreciation
Expense (FE) transaction in the system. The FE document updates the accumulated
depreciation on the FAR tables and the last depreciation date on the FAR Header with the
document record date. The existing asset number is required to be entered on the FE
document. Any supporting documentation may be attached to the FE document at this time.
Upon completion of the data entry the FE document is submitted and routed for approval.

3. The FE document and any attached documentation are then reviewed for accuracy.

Upon final submission of the FE document the Fixed Asset registry tables within AFIS are
updated.
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Figure 14: Record Manual Depreciation (AM-TB-007)

AcTiviTy 7.2
Record Manual Depreciation

Scenario

The GAO noticed that the Prisoner Transportation Bus (Activity 1.2) was not picked up in the Mass
Depreciation Process. Use a Manual Depreciation (FE) document to manually depreciate the asset.

Note: This activity is linked to Activity 1.2, which must be completed successfully before performing the
steps in this activity.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Create an FE document from the document catalog.

1. Click Search from the Secondary Navigation Panel.

Click Document Catalog.

Click Create.

In the Code field, enter FE.

In the Doc Dept field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

N o vk wnN

B. Complete the General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.
In the Document Description field, enter Manual Depreciation.
In the Fixed Asset Number field, enter your student data card information from Activity 1.2.
4. Verify the Event Type is set to FA03 (Record Deprecation of an Individual Fixed Asset).
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5. Click the Auto Apply button.

Fixed Azzet Depreciation{FE}| Dept: 101 ID: 201500000022 WVer: 1  Function: New  Phase: Draft | - S 3 2
_ﬁ

-
[N E L Ly Gl Extended Doc Description | Responsibility Center | Composite Asset Information | Document Information

Document Hame: . Fixed Asset Number: | STU 101-1.2 $|
Fixed Asset TRANSPORTATION BUS - -
Record Date: Description: | PRISONER WVEHICLE
Budget FY: -
Fiscal Year: Document 50.00 L
Period: Depreciation:
Doc " - b Final Accumulated 30.00
|..|m.en Manual Depreciation Depreciation:
Description: -

Final Asset Value: 5277 500.00
Asset Status:

-

Final Het Book Value: 3277 500.00

Asset Status Name: Active
Event Type: FADZ ‘%|

—

Memo Asset: No

Asset System

Musem s e L

ﬂ Save :‘__.; Undo Auto Apply

C. Verify COA elements are inferred on the Responsibility Center tab.

1. Click the Responsibility Center tab.
2. Verify the Fund, Department, Unit, and Appropriation Unit fields are inferred.

T

General Information || Extended Doc Description Composite Asset Information || Document Information
Custodian: Revenue: Task:
Fund: S001 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 101 Dept Revenue: Major Program:
Unit: 0101 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1010000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:

D. Verify the values associated with Component Number 01 are inferred on the Component
component.

1. Click the Component component from the Secondary Navigation Panel.
2. Verify the values with the Component Number on the tabs.

3. Click the Cost, Valuation and Depreciation tab.

4. Inthe Depreciation Amount field, enter 4,200.00.
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E. Verify the values associated with Component Number 02 are inferred on the Component
component.

1. Click on Component 02 in the grid at the top.

2. Verify the values with the Component Number on the tabs.
3. Click the Cost, Valuation and Depreciation tab.

4. Inthe Depreciation Amount field, enter 460.00.

F. Verify the values associated with each Component Number are inferred on the Accounting
component.

1. Click the Accounting component.

2. Verify the values associated with the Component Number on the tabs. They cannot be
modified.

3. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: "Document validated successfully.”

View Alll of 3| @ Document validated successfully

Fixed Asset Depreciation(FE} | Dept: 101  1D: 201500000022 Ver.: 1 Function: New  Phase: Draft bt

Document Information

[EENETE R (o yuFAitd | Extended Doc Description || Responsibility Center | Composite Asset Information

Document Name: - Fixed Asset Number: | STU 101-12 ﬁl
Fixed Asset | TRANSPORTATION BUS - mn
Record Date: = Description: | PRISOMNER VEHICLE
Budget FY: =
Eiscallvear Document 54,550.00
Period: Depreciation:
D ¢ . " Final Accumulated 34 650.00
OCI._II"I"I.EI'I Manual Depreciation Depreciation:
Description: -

Final Asset Value: 3277 500.00
Asset Status: 4
Final Net Book Value: 5272 340.00
Asset Status Name: Active
1’ Event Type: |FA03 |

4. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

Note: Upon submittal, users will see a Warning message ‘Depreciation Method should be
MANUAL.’

5. Click Home in the Primary Navigation Panel to return to the Home Page.
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7.3. Researching Depreciation Documents

Two tables track depreciation and calculate depreciation in AFIS.

= Depreciable Elements Change (DEPEC) table
= Depreciation History (DEPH) table

Depreciation is calculated by taking into account the Effective Date from the above tables.

Depreciable Elements Change (DEPEC) Table

The DEPEC table stores the old and new values for fields that impact depreciation, along with status
indicators (Active flag and Process Date), which identify when and if the record was already considered
by depreciation logic. The depreciation calculation routine, in the FA documents and the Mass
Depreciation process, reads this table before calculating the depreciation and uses the data from this
table in the depreciation calculation. Manual updates are not allowed on this table.

Fixed Asset documents with Betterment, Asset Value Increase / Decrease and Modification Event Types
will insert records into this table. Fixed Assets documents with Mass Depreciation, Transfer and
Disposition Event Types will update the records on this table.

Fa Dapreciztion Blsments Changs

Flzsd fgset Numbsr Component Mumbsr  Procsss Date  Active

~ ADD000001 001 Mo
First Prey Med Last

Szarcn ok

= General Information

Flusd Assst Mumbsr @ ano000001 Crsation Doc Cods & =
Componant Humbsr 504 Creation Doc Dept & a0
Component Valus @ 535651 32 Creation Doc 1D & 201500000001
sccumutated Depractation © ¢ 507 o Effective Date - 17002014

Componant Net Book value © 523 75352

= [Depreciable Elements

Ol Depraciation Metnod © Siraign: Line New Depreciztion Matnod © siraige Line
Odd UsaTul Lite ;5 Hew UsaTul Lifa - 5
Oid acquisition Dats : Mew Acquisttion Dats
0dd In Sarvics Date : Naw In Sarvics Date :
Ol Depraciation SUCtN © Recnonsinlify Conter  New Depraciation Structons  Recponsiniiey Center
Ol Surmimary Safvage Valus : 5000 New Zalvags Valus © 5000

Mew Componsnt Valus © 531 34932

= Modification History

Modification Dot Cods @ == scthes o [~
Modification Do Dept @ anp Process Date
Modification Doc 1D © 201500000005 Last action Date @ greosois

Too

¥ £A Depreciation Hisiory ¥ Fived Asset Registry Componsnt
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Depreciation History (DEPH) Table

The DEPH table stores the depreciation amount calculated using the DEPEC table’s values. The
Depreciation History table stores this information for reporting and audit trail purposes. Records are
inserted by FA documents with Transfer and Disposition Event Types and the Mass Depreciation
process. Manual inserts are not allowed on this table.

Transition back to the DEPEC table by clicking the FA Depreciation Elements Changes link. View the
asset’s component line, including depreciation amount, by clicking the Fixed Asset Registry Component

link.

FA Depreciation History

Fixed Asset Number Component Number

~  ADOO00001 0
AD00000M o
AD00000M 0

First Prev Next Last

Search ¥k

= General Information

Fixed Asset Number: spooooood
Component Humber : ggq

DEPEC Record Number :

Top

 F& Depreciation Elements Changes

Depreciation Begin Date Depreciation End Date

12252013 072972014
073052014 02015
0302015 08/30/2014

Depreciation Begin Date :
Depreciation End Date :
Depreciation Method :
Depreciation Amount :
Process Date :

 Fixed Asset Registry Component

1242512013
072502014
Straight Line
51,897 50
0T/2%2014

Depreciation Amount
$1,887.50
32,340.18
(51,595.14)
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AcTivity 7.3

View Depreciation Tables

Scenario

You want to view the depreciation amount and changes on the depreciation tables for an asset that
subsequently was increased in value. Open the DEPH table to view the depreciation amount, and

navigate to the DEPEC table to view the change in depreciation fields.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Use the Jump to field to open the DEPH table.

1. Inthe Jump to field, enter DEPH.

2. Click Go.

B. Search for your Fixed Asset number within the table.

1. Click Search.

2. Inthe Fixed Asset Number field, enter the fixed asset INST 1 - 7.3.
3. Click Ok or press Enter on the keyboard.

C. Review the depreciation information and access the DEPEC table.

1. The Fixed Asset record displays on the DEPH table. Note the amount in the Depreciation

Amount field.

2. Click FA Depreciation Elements Changes.

FA Depreciation History

First Prev Next Last

Search  #B

= General Information
Fixed Asset Number: =74 _.73
Component Number : 4

DEPEC Record Humber :

lop

# EA Depreciation Elements Changes

Fixed Asset Component
Number Number
~ INST1-7.3 1
INST1-7.3 1
INST1-7.3 1

Depreciation Begin ]
Date

07/01/2014
100202014
10272014

Depreciation Begin Date
Depreciation End Date
Depreciation Method
Depreciation Amount

Process Date

¥ Fixed Asset Registry Component

epreciation End
Date

1040172014
1262014
102712014

LTz 4
10012014
: Straight Line
:51,057.57
10272014

Depreciation
Amount

$1,057.57
3287.38
51442
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D. Review the depreciation information and changes on the DEPEC table.

1. Click the downward facing arrow to expand all sections.
2. Review the New Component Value field, which resulted from the transfer to the new unit.
3. Review the Modification History to see the last action date.

FA Depreciation Elements Change

Fixed Asset Number Component Number
INST1-7.3 1
First Prev Mext Last

Process Date Active

¥ 102772014 Mo

Sesrch #B
¥ General Information

Fixed Asset Humber :

Component Net Book Value :

¥ Depreciable Elements

Old Depreciation Method © Straight Line
Old Useful Life : 5
Old Acquisition Date :
Old In Service Date :
0ld Depreciation Structure

Old Summary Salvage Value : 321.00

¥ Modification History
Modification Doc Code @ e
Modification Doc Dept @ qp0
Medification Doc 1D - pepy

¥ FA Deprecistion History

New Depreciation Method
MNew Useful Life :

MNew Aoquisition Date :
New In Service Date :

: Rezponsibiliny Canter Mew Depreciation Structure :

New Salvage Value :

INST1-T7.2 Creation Doc Code : F|
Component Number © 4 Creation Doc Dept © 2ng
Component Value : Creation Doc ID - (yaT 1 -7.2
Accumulated Depreciation : Effective Date : 10,27/2014

: Straight Line

E

Responsibility Center
$.26.00

New Component Value :

$.25,000.00 |

Active - [
Process Date © q007/701
Last Action Date @ q0/27/204

¥ Fixed Asset Registry Component

4. Click Home in the Primary Navigation Panel to return to the Home Page.
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Lesson Summary

In this lesson, you:

= Listed the depreciation process
= Recorded manual depreciation

= Navigated to depreciation tables

Check Your Progress

1. Straight Line is the depreciation method that is used when depreciating the State's assets.
a. True
b. False
2. Which Fixed Asset type below is depreciable?
a. Development in Progress
b. Equipment
c. Land

d. Construction in Progress

3. Which document code is used to record manual depreciation?

a. FRM
b. ME
c. FE
d. FM

4. Which table stores an asset’s depreciation amount?
a. Depreciation History (DEPH)
b. Depreciation Elements Changes (DEPEC)
c. Fixed Asset Registry Component (FARCOMP)
d. All of the Above
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8. Asset Disposition

Learning Objectives

In this lesson, you will:

= List the Disposition Process

= Create a Fixed Asset Disposition (FD) document to SPMO

= Process the disposal of an asset with a change in sale price

= Review the disposal of an asset with no SPMO approval required

= Research Fixed Asset Dispositions
Lesson Overview

Assets may be disposed of due to several reasons: a Department may replace certain types of assets on
a regular basis; the asset may be worn and completed its useful life; or the asset may have been lost/
stolen. The Fixed Asset Disposition (FD) document is used to record the asset disposal. Disposal options
vary, depending on the type of disposition.

8.1. Asset Disposition with SPMO Approval State Process Overview

Asset Disposition business process commences when a Department decides that an asset is ready for
retirement. The Department will secure an SP101 Number from the Surplus Property Management
Office. Department users then create a Fixed Asset Disposition (FD) documents to retire assets that are
entered in AFIS.

The Department user disposing the asset specifies the applicable disposition method as the method of
disposition on the FD document. All possible Disposition methods are found on the Fixed Asset
Disposition Method (FADM) table.

No Selling Price is entered on the FD document, and the document is submitted.

The FD document requires approval from an authorized Department level approver prior to being
finalized. If there is a disposition method of vehicle accident, fire or flood, lost, or theft/vandalism then
the document subsequently also routes to the GAO. Following State policies and procedures, SPMO
conducts the required business operations, i.e., auctions. The SPMO then determines if the Department
is eligible to receive proceeds. If the Department is eligible for proceeds, the SPMO will distribute a
transfer.

Once the sales price is known, the Department then processes an FP to enter the new selling price. The
status is changed to inactive and the associated tables and journals are updated upon final submission.
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The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-010 and represented by
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Figure 15 below.

198

1.

10.

11.

12.
13.

Department identifies the need to retire assets retained in AFIS or items that are considered
non-capital assets and currently not included in AFIS.

The Department obtains an SP101 form from the Surplus Property Management Office
(SPMO).

The Department manually fills out the SP101 form and attaches the required documentation
if applicable (i.e. vehicle title).

The SP101 form and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

The SP101 form and any attached documentation are reviewed by SPMO.

The Department is responsible for the creation of the Fixed Asset Disposal (FD) transaction in
AFIS. The Fixed Asset number, disposition date, disposition method, and disposed units are
required fields on the FD document. In addition, the SP101 number received back must be
notated. If an item is to be auctioned, the disposition status will be set to “Surplus” and the
selling price will be recorded at zero. Any supporting documentation may be attached to the
FD document at this time. Upon completion of the data entry the FD document is submitted
and routed for approval.

The FD document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

The FD document will be submitted. Additionally, the Fixed Asset registry tables, FA warranty
tables, FA infrastructure maintenance tables, and associated tables within AFIS will be
updated.

Following State policies and procedures, SPMO conducts the required business operations,
i.e., auctions. If SPMO determines the Department is not eligible to receive proceeds, then no
further steps are necessary and the disposal process has been completed. If SPMO
determines the Department is eligible to receive proceeds continue to step 10.

If the Department is eligible to receive proceeds, SPMO will determine the amount of the
proceeds to distribute via a transfer. The transfer will be accompanied by the asset number.
Once the Department receives the proceeds from SPMO, they will process a FP document
and enter a new selling price. The asset status will be changed to “inactive.” The appropriate
gain/losses will be calculated and posted. Refer to flow chart AM-TB-011 for instructions on
processing.

The FP document is reviewed by an authorized Department level approver.

Upon final submission of the FP document, the system using the posting line information to
update the Fixed Asset and general accounting journals, Fixed Asset registry tables and other
accounting tables such as the Balance Sheet Balance Table (BBAL).
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Figure 15: Dispose of Asset (Surplus Property Management Office) (AM-TB-010)

o

Step 3
SP101 Form Entry

¥

Step 11
FP Document Entry;
Selling Price =
Proceeds Received
from SPMO

8.2. Fixed Asset Disposition Document Components

The Fixed Asset Disposition (FD) document allows a user to record the disposition of existing assets.
Examples of assets included are those that are destroyed, traded-in, sold, written-off, worn, and
vandalized. Only those fields used to create and record the disposition postings are editable. All others
are completed with the Auto Apply action, found on the Header and Component components. Clicking
Auto Apply brings information into the document from the Fixed Asset Registry tables, using the already
existing Fixed Asset number. If the asset has more than one component and not all will be disposed of,
then simply delete those component lines by clicking the trash can icon. This is only available for non-
composite assets.

An FD document must be processed with the appropriate disposition method, disposal reasons,
comments and asset description.

When using the FD document, it is helpful to remember the following points.

= Betterments can be disposed of independently from the original asset.

= AFIS enables a user to record:
o The disposition of an asset and all of its components (composite or non-composite assets).
o The disposition of individual components only for non-composite assets.

o The disposition of a portion of the available units for components with multiple units, only
for non-composite assets.

= The FD document updates Fixed Asset tables with the disposition results, where it remains
until it is archived.
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= For a lost or stolen Fixed Asset, an FD document should only be processed after the
Department has exhausted its recovery options.

=  For composite assets, the Disposition Method is required for each disposed asset. Valid
disposition methods are defined on the Fixed Asset /Acquisition Disposition Method (FADM)
table.

= The FD recognizes a gain or loss and generates the appropriate accounting (including
depreciation) to dispose the asset from the tables and Accounting Lines of AFIS.

Fixed Asset Disposition Header Component

The Fixed Asset Disposition Header Component lists general information about the document as well as
information that apply to the asset as a whole versus the individual components of the asset.

Fixed Asset Disposition - General Information Tab
This tab contains descriptive fields and date information common to most document Headers. In
addition to these common fields are ones for identifying a Fixed Asset Number and Event Type.

LN s nEULG Extended Doc Description || Responsibility Center | Composite Asset Information || Disposition Information | Document Information

Document Name: - Fixed Asset Number: STU{-HARLEY &I ais

Fixed Asset Disposi‘tioanD)| Dept: 101 1D: 201500000018 Ver: 1 Function: New  Phase: Final

Fixed Asset Description: WMOTORCYCLE - HARLEY s
Record Date: (3/11/2015 |

Budget FY: 2p15 -

Fiscal Year: 2015 Document Total: $16,500.00
Period: g Document Depreciation: $0.00
Document Description: Disposal of Asset it Final Accumulated $0.00 =
> Depreciation: T
4 Asset Status: 3 ﬁl Final Asset Value: 50.00
Asset Status Name: Surplus Final Net Book Value: 50.00
Event Type: Fapd ﬁl

Memo Asset: No

Asset System Number:

Asset System -
Description:

=

Auto Apply Fixed Asset Equity Sources

Fixed Asset Disposition - Extended Document Description Tab
This tab contains the standard extended description field that is associated with the document. It is not
an extended description for the asset as it is not stored on any asset information tables.
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Fixed Asset Disposition - Responsibility Center Tab
This tab contains Chart of Accounts (COA) fields defined as being responsible for the asset.

[ hHeader ]

General Information || Extended Doc Description Composite Asset Information || Disposition Information | Document Information
Custodian: Revenue: Task:
Fund: S000 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 100 Dept Revenue: Major Program:
Unit: 0100 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1000000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:
Sub Reporting: Assignee Employee
Number:
Assignee Employee
Hame:
Use Code:
Driver's License
Humber:

Fixed Asset Disposition - Composite Asset Information Tab

This tab contains many asset definition fields which serve as defaults to the individual Components of
the asset. Many of these fields control depreciation. The Depreciation Amount field exists to record an
amount of depreciation to record at disposition of a Composite Asset when that asset contains a
Depreciation Method of Manual.

General Information | Extended Doc Description | Responsibility Center el CHEETI NG QENGLE Disposition Information | Document Information

Composite Asset: No Acquisition Date:

Fixed Asset Catalog: In Service Date:

Fixed Asset Type: Out-of-Service Date:

Fixed Asset Group: Depreciation Structure:

Depreciation Method: Valuation Date:
Useful Life: Summary Valuation $0.00

Amount:

Asset Impairment:

Summary Salvage Value: $0.00

Depreciation Amount:
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Fixed Asset Disposition - Disposition Information Tab
This tab contains fields that control disposition postings as well as collect information for reporting

purposes.
General Information | Extended Doc Description | Responsibility Center | Composite Asset Information |aEhbELIIEN L uEUGLYE Document Information
Disposition Date: g3/11/2015 B Selling Price: g0.00
Disposition Method: soLD ﬁl Disposition Authority: sp1g
Disposition Code: | Sold Disposal Reason: -

Property Survey Report ID:

Security Incident Report
10 Disposal Condition: -

Police Report ID:

Fixed Asset Disposition Component

The Fixed Asset Disposition Component lists specific attributes of each asset component. Components
may be added during the life of the asset but cannot be added at time of disposition. The Auto Apply
action is also available on this page to retrieve values from the Fixed Asset Registry table for only the
specified components.

Fixed Asset Disposition - Component General Information Tab

This tab contains descriptive fields which are recorded for informational reporting on the component.
Only Component Number is editable in case a user wishes to specify a specific component to dispose of
instead of disposing of them all.

[T GO EN RSN EYE TR D nEU I Acquisition Details | Component Location Details | Component Classification || Cost, Valuation & Depreciation

Disposition Details | Insurance

Component Humber: (q & Description 1:
Commeodity: 07136 Description 2:
Units: 1.00000 Description 3:
Unit of Measure: EA Description &
Surface Area: Description &
Statistical Units: Extended Description: -
Statistical UOM:

Manufacturer: HARLEY DAVIDSON

Model Humber: HET00 Property 1D:
Plat Number: Property Description: R
Serial Number: i
Tag Number:

Aszszet Impairment:
Base Asset: Yes

Asset System Number:

Fixed Asset Disposition - Acquisition Details Tab
This tab contains fields captured at acquisition.
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Fixed Asset Disposition - Component Location Details Tab

This tab contains the same location information as the Header for recording such details at a component
that may be located at a different location as not all components may be physically attached to one
asset.

Fixed Asset Disposition - Component Classification Tab

This tab contains many of the same fields found on the Header for asset definition that will control
depreciation. Other fields include the Fixed Asset Classification field, which controls how the asset is
recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that will be
used for the asset.

Acquisition Details | Component Location Details [eIahbLEN EEEEEN WO Cost, Valuation & Depreciation

Component General Information

Disposition Details | Insurance
Fixed Asset Classification: Adjustment BSA: 0811
Fixed Asset Catalog: 1070-12 Sub BSA:
Fixed Asset Type: V OBSA: 3610
Fixed Asset Group: 1070 Sub OBSA:

Useful Life: 5 Accum Depr BSA: 0285

In Service Date: 03/11/2015 Accum Depr Sub BSA:
Out-of-Service Date:

Received Date:

Fixed Asset Disposition - Cost, Valuation, & Depreciation
This tab contains several information fields for reporting needs as well as various amounts accumulated
to date before the disposal.

Fixed Asset Disposition - Disposition Details Tab

This tab contains fields that control disposition postings as well as collect information for reporting
purposes. A field exists to record an amount of depreciation to record at disposition of a Component
when that Component contains a Depreciation Method of Manual. A value is automatically populated in
this field by the application when the Depreciation Method is Straight Line.

Component General Information | Acquisition Details | Component Location Details | Component Classification || Cost, Valuation & Depreciatior
Insurance
Disposition Date: g3/11/2015 E Gain/Loss: ($15978.51)
Disposition Method: soLp ﬁl Gain / Loss Account Type: Expense

Disposed Units: 1 00000
Selling Price: =g.00
Memo Disposal Value: 20.00
Digposition Code: | Sold
Property Survey Report ID:

Security Incident Report
1D

Police Report ID:

Last Depreciation Date: 03/11/2015
Depreciation Amount: 000
Historic Asset Cost: 515,500.00
Accum Depr: 5521.4%
Disposition Authority: sp1p1
New Statistical Units:

Dizpo=al Reason: -

Disposal Condition: -
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Fixed Asset Disposition Accounting Component

The Fixed Asset Disposition Accounting Component lists the Chart of Accounts (COA) details for how
each asset component was funded. All information at this level is protected and will be brought in form
the Fixed Asset Registry Accounting Line table or from the Disposition document Header.

Fixed Asset Disposition - General Information Tab

This tab contains descriptive fields and date information common to most document Accounting Lines.
The Event Type field in this tab is protected as it defaults from the Header. Different amounts are
displayed that will be used in the various Posting Lines created for the Accounting Line.

[N ENL I ELSO Fund Accounting | Detail Accounting

Event Type: FA04 Budget FY: 2015
Accounting Template: Fiscal Year: 2015
Line Description: Period: 9

Line Amount: 516 500.00 Responsibility Center [

Posting:
Selling Price: 30.00

Depreciation Amount: 50.00
Historic Asset Cost: 2158 500.00

Accum Depr Amount: 3521.4%
Gain /lLoss Amount: ($155878.51)

Gain / Loss Account Type: Expense

Fixed Asset Disposition - Fund Accounting Tab
This tab contains the same COA fields as found on other documents.

General Information LK== Datail Accounting ﬁ
Fund: 3000 Object: 0OBSA:
Sub Fund: Sub Object: Sub OBSA:
Department: 100 Revenue: Dept Object:
Unit: 0100 Sub Revenue: Dept Revenue:
Sub Unit: BSA:
Appr Unit: 1000000 Sub BSA:

Fixed Asset Disposition - Detail Accounting Tab
This tab contains the same COA fields as found on other documents.

Fixed Asset Disposition Posting Component

The Fixed Asset Disposition Posting Component lists the system-generated details used to recognize the
financial impact of a specific Accounting Line. If a Fixed Asset document has an accounting impact, the
system uses the posting line information to update the Fixed Asset, General Accounting journals and
other accounting tables. The fields and components on this page are like those of other documents with
the addition of a component to provide the Fixed Asset Number and Component Number.
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8.3. Fixed Asset Disposition Document Data Entry

Each FD document component requires information and/or verification. This topic describes the data
entry requirements for FD documents.

Fixed Asset Disposition Header

The Header component of the FD document lists general information about the document, as well as,
information that apply to the asset as a whole versus the individual components of the asset.

The General Information tab contains descriptive fields and dates common to most document Headers.
In addition to these common fields, there are ones for identifying a Fixed Asset Number and Event Type.

= Fixed Asset Number - This is the Fixed Asset Number which is located on the FARHDR table
and is assigned to the asset that will be disposed of.
= Event Type -This will default to FA04 (Dispose of a Fixed Asset).

The Disposition Information tab contains fields that control disposition postings as well as collect
information for reporting purposes. When disposing the entire asset, enter the disposition information
in the Header, otherwise it should be entered on the Component component.

The following Disposition fields are used in AFIS.

= Disposition Date - enter date asset was disposed or sold.

= Disposition Method —determines whether the gain or loss on a sales posts to an expense
object or revenue source. See valid values in the pick list or on the FADM table.

= Disposition Authority — enter the State surplus SP101 number here.

Note: The system automatically copies the values entered in the Header component to the component
lines when the document is validated or processed, overwriting any values on the component lines.

Fixed Asset Disposition(FD) | Dept: 101 ID: 201500000018 Ver.: 1 Function: New Phase: Final hi

%

= List View
General Information | Extended Doc Description | Responsibility Center | Composite Asset Information w Document Information
Disposition Date: g3/11/2015 B Selling Price: (.00
Disposition Method: soLD ﬁ. Disposition Authority: sp10q

Disposition Code: | Sold Disposal Reason:

Property Survey Report ID:

Security Incident Report
1D: Disposal Condition:

¥ Police Report ID:
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Fixed Asset Disposition Component

The Component General Information tab of the Component component lists specific attributes of each
asset component. Components may be added during the life of the asset, but cannot be added at time
of disposition.

Each asset component has a unique Component Number. On reference or inquiry tables, this code
represents the specific component of the related Fixed Asset. When recording the disposition of
individual component(s), a user must make the changes on the asset’s component lines. This action is
performed by going to the Component Line and ensuring the correct Component Number is selected.

The Acquisition Details tab, in the Component component, captures information about the acquisition of
the asset. Many of these fields are inferred from the registry tables, with the Auto Apply action.

The Component Location Details tab, in the Component component, contains the asset location at a
component level. Not all components may be physically attached to one asset, and may have a different
location. The Location field is inferred from the Fixed Asset Registry tables with the Auto Apply action.

The Component Classification tab contains many of the same fields found on the Header that control
depreciation. Other fields include the Fixed Asset Classification field, which controls how the asset is

recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that will be

used for the asset. These fields are inferred from the Fixed Asset Registry tables, with the Auto Apply
action.

The Cost, Valuation & Depreciation tab contains several information fields for reporting needs, as well as
various amounts accumulated to date, before the disposal. These fields are inferred from the Fixed
Asset Registry tables, with the Auto Apply action.

The Disposition Details tab contains fields that control disposition postings, as well as collecting
information for reporting purposes. The disposition information should only be entered on the Header if
it is a composite asset, or all components of the asset are being disposed of, otherwise it should be
entered on the Component component.

The following Disposition Details fields are used in AFIS.

= Disposition Date - enter the date asset was disposed or sold. This defaults to the current date.

= Disposition Method - This required field is used to determine whether the gain or loss on a
sales posts to an expense object or revenue source. See valid values in the pick list or the on
FADM table.

= Disposed Units The number of disposed units is entered here.

= Gain/Loss - The amount will be calculated by the system and the Gain/Loss Account Type will
be inferred based on the Disposition Method.

* Depreciation Amount - The FD document records disposition of a Fixed Asset and also
generates ledger postings to record depreciation expense for the period between the asset’s

206



AFIS | Asset Management

Last Depreciation Date, if not already depreciated then it will start from the depreciation date
specified for the asset type, and the provided Disposition Date.

= Disposition Authority - Use this text field used to describe the disposition authorization. This
is where the surplus property SP101 form number is entered.

= Accum Depr (Accumulated Depreciation) - This field will automatically calculate once the
document is submitted.

Component General Information | Acguisition Details | Component Location Details | Component Classification || Cost, Valuation & Depreciation
Insurance
Dizposition Date: (03/11/2015 B= Gain/Loss: (315,978.51)
Disposition Method: soLD ﬁl Gain | Loss Account Type: Expense
Disposed Units: 1 poooo Last Depreciation Date: 03/11/2015
Selling Price: sp.op Depreciation Amount: .00
Memo Disposal Value: 30.00 Historic Asset Cost: $16,500.00
Disposition Code: | Sold Accum Depr: $521.48
Property Survey Report ID: Disposition Authority: spid
Security Incident Report Hew Statistical Units:
0 Disposal Reason: -
Police Report ID:
Disposal Condition: -

Fixed Asset Disposition Accounting

The Accounting component lists the COA details for each asset. All information at this level is protected
and will be brought in from the Fixed Asset Registry Accounting Line table or from the FD document
Header.

Once all of the data is entered into the Header, Component, and Accounting components, the debits
and credit postings should be reviewed prior to submission of the FD document, to ensure that they are
posted to the appropriate accounts.

Fixed Asset Disposition Posting

There is no user entry on the Posting component of the FD document. The Posting component lists the
system-generated details used to recognize the financial impact of a specific Accounting Line.

After document validation, users can click the Posting component to review the posting information,
and the Eye icon to view posting details located in the Fund Accounting and Detail Accounting tabs.

Once the FD has been submitted, the Department approver either approves or rejects the document.
Once the FD document has been finalized, there are updates that occur to the Fixed Asset Registry
Header (FARHDR), Fixed Asset Registry Component (FARCOMP) and Fixed Asset Registry Accounting
(FARACTG).
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8.4. Processing a Fixed Asset Disposition Document

Departments use the Fixed Asset Disposition (FD) document to record the sale of retired assets to the
public.

AcTmivity 8.4
Complete a Public Sale Using the FD Document

Scenario
Your Department is going to sell the motorcycle from Activity 4.7 at a public sale. Create an FD
document to record the public sale.

Note: This activity is linked to activity 4.7, which must be completed successfully before performing the
steps in this activity.

Setup
v" User is logged into the AFIS Home Page.

Steps
A. Create an FD document from the Document Catalog.

1. Click Search.

Click Document Catalog.

In the Code field, enter FD or select it from the pick list.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

o v s wWwN

B. Complete General Information tab in the Header component.

1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft. In the Fixed Asset Number field, enter the same number
from Activity 4.7.

2. Inthe Document Description field, enter Disposal of Asset.

3. From the Asset Status pick list, select Surplus.

Verify the Event Type is set to FA04 (Dispose of a Fixed Asset).
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5. Click Auto Apply. This will infer the Component and Accounting Lines associated with the
Fixed Asset Number.

Fixed Asset Disposilion{FD',l| Dept: 101  ID: 201500000018 WVer: 1  Function: New Phase: Draft | L&, Modified |

Extended Doc Description | Responsibility Center | Composite Asset Information || Disposition Information 0
Document Information |
Document Name: . Fixed Asset Number: | STU1-HARLEY ﬁl
Fixed Asset Description: | MOTORCYCLE - HARLEY s
Record Date:

Budget FY: -

izcallVear Document Total: $0.00 -
Period: Document Depreciation: 50.00
Document Description: | Disposal of Azset T Final Accumulated S521.49
- Depreciation:
Asset Status: |3 $| Final Asset Value: 516,500.00 | &
Asset Status Name: Surplus Final Het Book Value: $15978.51
Event Type: | FAQ4 |

Memo Asset: No i
H save | 53 undo Auto Apply | Fixed Asset Equity Sources |

C. Verify information on the Responsibility Center tab in the Header component is inferred from the
Fixed Asset Registry tables.

1. Click the Responsibility Center tab.
2. Verify the Department, and Unit fields are inferred.

_

General Information | Extended Doc Description Composite Asset Information | Disposition Information
Document Information
Custodian: Revenue: Task:
Fund: S000 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 100 Dept Revenue: Major Program:
Unit: 0100 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1000000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:

D. Complete the Disposition Information tab on the Header to dispose the entire asset.

=

Click the Disposition Information tab.

2. Inthe Disposition Date, enter today’s date.

3. From the Disposition Method pick list, select SOLD.
4. In the Disposition Code drop down, select Sold.

209



AFIS | Asset Management

5. Inthe Disposition Authority, enter SP101.

General Information | Extended Doc Description | Responsibility Center | Composite Asset Information

WSO RD e E UL I D ocument Information

Disposition Date: | 03/11/2015 = Selling Price: | 50.00
Disposition Method:  S0LD il Disposition | SP101
Authority:
Dizposition Code: Sold -

Dizsposal Reason:

Property Survey
Report ID:

Security Incident

Report 1D: Disposal Condition:

Police Report I1D:

E. Verify the information on the Component Line is automatically inferred from the Registry Tables.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document

Navigator mode.
2. Click the Component component.
3. Click the Component Location Details tab and verify the Location is inferred.

Cost, Valuation & Depreciation | Disposition Details

Component General Information | Acquisition Details |EeuhLLENAGNE BRI GIER Component Classification

Fixed Asset Number Component Number Units Selling Price Disposed Units
STU1-HARLEY o1 1.00000 50.00 1.00000
From 1 to 1 Total: 1 Go to line: Go

[im

Insurance

Location: 1004

Address 1:

Sub Location: 001

Complex / Building:
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4. Click the Component Classification tab and verify the Fixed Asset Classification, Fixed Asset
Category, Fixed Asset Type, Fixed Asset Group, Useful Life, and BSA information is inferred.

Disposition Details | Insurance

Component General Information || Acquisition Details | Component Location Details [EeduyhlEhigekEEtSitw il Cost, Valuation & Depreciation

Fixed Asset Classification: Adjustment
Fixed Asset Catalog: 1070-12
Fixed Asset Type: WV
Fixed Asset Group: 1070
Useful Life: 5
In Service Date: 03/M11/2015
Out-of-Service Date:

Received Date:

BSA: 0811

Sub BSA:

OBSA: 3610

Sub OBSA:

Accum Depr BSA: 0855

Accum Depr Sub BSA:

5. Click the Cost, Value & Depreciation tab and verify the Values, Costs, Depreciation Method

and Depreciation Structure are inferred.

Component General Information || Acquisition Details | Component Location Details

Disposition Details | Insurance

Component Classification |t sETITET ] RN =TwE ]|

Closing Costs: S0.00
Salvage Value: 51 550.00

Valuation Date:

Valuation Amount: 30.00
Replacement Date:
Trade-ln Credit:
Appraisal Date:
Appraiser Name:

Options to Purchase
Property:

Deed Information:

Component Total:

Final Component Value:
Depreciation Method:
Depreciation Structure:
Replacement Type:
Asset Being Replaced:

Replaced Asset
Description:

50.00
$16,500.00
Straight Line

Responsibility Center

F. Review the Disposition Details tab.

1. Click the Disposition Details tab.
2. Verify the Disposition Date is inferred from Header.
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3. Leave the Depreciation Amount field blank.

______ -

Component General Information || Acquisition Details | Component Location Details | Component Classification | Cost, Valuation & Depreciation

Disposition Details [EEENEREE

Disposition Date:  03/11/2015 =l Gain/Loss: (515,978.51)
Disposition Method: S0OLD i Gain | Loss Account Type: Expense
Disposed Units: | 1.00000 Last Depreciation Date: 03/11/2015
Selling Price: |50.00 Depreciation Amount: | 50.00
Memo Disposal Value: $0.00 Historic Asset Cost: 515,500.00
Disposition Code: Sold - Accum Depr: 3521.45
Property Survey Report ID: Disposition Authority: | SP101
Security Incident Report New Statistical Units:
10 Disposal Reason:
Police Report 1D:

G. Verify that funding details are appropriately inferred on the Accounting component from the
Registry table.
1. Click the Accounting component.
2. Click the Fund Accounting tab and verify the COA elements are inferred from the Fixed Asset
Registry tables.

H. Check the FD document for errors and submit it.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

I. Navigate to the Header and review the changes.

1. On the General Information tab review the following:
o Document Total — updated with the original purchase price of the asset
o Document Depreciation — updated with the total amount of depreciation which
reflects the period from the last mass depreciation batch job to the date of sale
Final Accumulated Depreciation — is zero since the asset was disposed or sold
Final Asset Value — updated with a zero since the asset was disposed or sold
Final Net Book Value — updated to zero since the asset was disposed or sold

J.  Navigate to the Component component and review the changes.

1. On the Disposition Details tab review the following:
o Gain/Loss Amount — original purchase price less depreciation less selling price
o Gain/Loss Account Type —set up as a Revenue or Expense for each type of
Disposition Method in the FADM table. In this example, the sale is set up as revenue.
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o Depreciation Amount — the amount of depreciation since the last mass depreciation

batch job was run to the date of sale for this component

o Accumulated Depreciation — the total depreciation since the last mass depreciation

job was run to the date of sale for this component

Navigate to the Accounting Component and review the changes.

1. On the General Information tab of the Accounting Component, review the following:

o Line Amount - the original purchase price for the component

o Selling Price — the amount this component was sold for

Navigate to Fixed Asset History (FAHIST) and note that the accounting information is appropriately
updated, and then return to the Home Page.

In the Jump to field, enter FAHIST.

Click Go.

The Search window is displayed. In FA Number field (located in the prompt field),

enter number from step B1.

Click Ok.

The documents that you’ve processed with this Fixed Asset number display. Click the

record in the grid that corresponds to the FD document.

Fixed Asset History

Component Summary

FA Humber
STU1-HARLEY 01
STUT-HARLEY 01
STUN-HARLEY 01
STU1-HARLEY 01
v STU1-HARLEY O
STUT-HARLEY 01
First Prev Mext Last

EFA Component Humber

Doc Code
Fa,

Fi

Fl

FD
FP

Doc Dept Doc 1D

101 201500000078
101 201500000049
101 201500000012
101 201500000061
101 201500000018
101 201500000007

Document Component Total

$6,500.00
$0.00
£10,000.00
50.00
$16,500.00
$0.00

o Ontherecord, click the arrow next to Disposition Information to expand the section.

o Verify the Disposition Date and Disposition Method fields are update appropriately.

Disposition Date :
Disposition Method :
Disposed Units :
Selling Price :

Memo Disposal Value :

Dizpo=sition Code :

w Disposition Information

1.00000
50.00
30.00

Sold

Disposition Authority :
Hew Selling Price :

Gain Loss Amount: |

Gain Lozs Account Type :
Shell Generation Date :
Hew Statistical Units :

SP101

Expense

1. Click Home in the Primary Navigation Panel to return to the Home Page.
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8.5. Sale Price Change

Part of maintaining an inventory of assets is to record the disposition of assets, and, if applicable, the
selling price of the disposed asset. Assets may be disposed of due to several reasons: your organization
may replace certain types of assets on a regular basis, the asset may be worn and completed its useful
life, or the asset may have been lost, stolen, etc. AFIS enables you to record the disposition of an asset
and all of its components, to record the disposition of individual components, or to dispose a portion of
the available units for components with multiple units.

If the selling price for the disposed asset was entered incorrectly, you may use a Fixed Asset document
with the FP (Price change) document code to correct Selling Price and adjust the associated gain or loss.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-011 and represented by Figure 16 below.

1. Department identifies the need to change the sales price on an asset that was disposed.

2. The requesting Department is responsible for the drafting of the Fixed Asset Selling Price
Change (FP) transaction in AFIS. The selling price gain or loss can be adjusted on the FP
document. Any supporting documentation may be attached to the document at this time.
Upon completion of the data entry the FP document is submitted and routed for approval.

Note: Via an electronic file, SPMO will provide a listing of Fixed Asset Numbers and amount of proceeds
transferred back to the Department that can be used to process FP documents.

3. The FP document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

4. Upon final submission of the Fixed Asset Selling Price Change (FP) document, the system uses
the posting line information to update the Fixed Asset and general accounting journals, Fixed
Asset registry tables and other accounting tables such as the Balance Sheet Balance Table
(BBAL).

Figure 16: Record Sales Price Change (AM-TB-011)
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8.6. Sales Price Change Document Components

Documents in AFIS are made up of various components. The Sales Price Change (FP) document contains
four components.

Sales Price Change Header Component

Lists general information about the document as well as information that apply to the asset as a whole
versus the individual components of the asset.

FP Header - General Information Tab
This tab contains descriptive fields and date information common to most document Headers. In
addition to these common fields are ones for identifying a Fixed Asset Number and Event Type.

Fixed Asset Selling Price ChangelFP)| Dept: 101 1D: 201500000007 WVer.: 1  Function: New  Phase: Final | i

LD E I k| Extended Doc Description | Responsibility Center | Composite Asset Information | Disposition Information | Document Information

Document Name: - Fixed Asset Number: STU{-HARLEY A i

Fixed Asset Description: WOTORCYCLE - HARLEY o
Record Date: 03/11/2015 |

Budget FY: 2015 -

Fiscal Year: 2015 Summary Change in $200.00
Period: g Selling Price:
Document Description: Sales Price Change " Historic Asset Cost: $16,500.00
i Event Type: Fai2 3| =
1 New Asset Status: £| Memo Asset: No
New Asset Status Name: Asset System NHumber:
Asset System Description: -

Asset Status: 3

Asset Status Name: Surplus

Auto Apply

FP Header - Extended Document Description Tab
This tab contains the standard extended description field that is associated with the document. It is not
an extended description for the asset as it is not stored on any asset information tables.
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FP Header - Responsibility Center Tab

This tab contains Chart of Accounts (COA) fields defined as being responsible for the asset.
_

General Information | Extended Doc Description Composite Asset Information || Disposition Information | Document Information
Custodian: Revenue: Task:
Fund: 2000 Sub Revenue: Sub Task:
Sub Fund: Dept Object: Task Order:
Department: 100 Dept Revenue: Major Program:
Unit: 0100 Activity: Program:
Sub Unit: Sub Activity: Phase:
Appr Unit: 1000000 Function: Program Period:
Object: Sub Function: Location:
Sub Object: Reporting: Sub Location:
Sub Reporting: Assignee Employee
Name:
Assignee Employee
Number:
Use Code:
Driver's License
Humber:

FP Header - Composite Asset Information Tab
This tab contains many asset definition fields which serve as defaults to the individual Components of
the asset. Many of these fields control depreciation.

FP Header - Disposition Information Tab
This tab contains fields that control disposition postings as well as collect information for reporting
purposes.

Sales Price Change Component

Lists specific attributes of each asset component. Components may be added during the life of the asset
but cannot be added at time of sales price changes. The Auto Apply action is also available on this page
to retrieve values from the Fixed Asset Registry table for only the specified components.
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FP Component - Component General Information Tab
This tab contains descriptive fields which are recorded for informational reporting on the component.
Only Component Number is editable in the case a user wishes to specify a specific component to change

a sales price instead of all components.

| Asset Management

Component General Information [t aRnl=IE=1E

Disposition Details | Insurance

Component Location Details | Component Classification

Cost, Valuation & Depreciatio

Component Humber:
Commodity:
Units:

Unit of Measure:
Surface Area:
Statistical Units:
Statistical UOM:
Manufacturer:
Model Number:
Plat Number:
Serial Number:
Tag Humber:

Base Asset:

01 4|
07156
0.00000

EA

HARLEY DAVIDSON

HETO0

Yes

Description 1:
Description 2:
Description 3:
Description 4:
Description 5:

Extended Description:

Property 1D:

Property Description:

Asset Impairment:

Asget Sustem Numher:

FP Component - Acquisition Details Tab
This tab contains fields captured at acquisition.

FP Component - Component Location Details Tab
This tab contains the same location information as the Header for recording such details about a

component that may be located at a different location as not all components may be physically attached

to one asset.

FP Component - Component Classification Tab
This tab contains many of the same fields found on the Header for asset definition that will control

depreciation. Other fields include the Fixed Asset Classification field, which controls how the asset is
recorded for accounting purposes, as well as fields to record the Balance Sheet Accounts that will be

used for the asset.

FP Component - Cost, Valuation, & Depreciation Tab
This tab contains several information fields for reporting needs as well as various amounts accumulated
to date before the disposal.

FP Component - Disposition Details Tab
This tab contains fields that control disposition postings as well as collect information for reporting

purposes.
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Sales Price Change Accounting Component

Lists the Chart of Accounts (COA) details for how each asset component was funded. All information at
this level is protected and will be brought in form the Fixed Asset Registry Accounting Line table or from
the Disposition document Header.

FP Accounting - General Information Tab

This tab contains descriptive fields and date information common to most document Accounting Lines.
The Event Type field in this tab is protected as it defaults from the Header. Different amounts are
displayed that will be used in the various Posting Lines created for the Accounting Line.

[ENE G uE M Fund Accounting || Detail Accounting

Event Type: FA12 Budget FY: 2015
Accounting Fizcal Year: 2015
Template:
Period: 9

Line Description:
Responsibility [
Selling Price: 30.00 Center Posting:

Change in Selling $200.00
Price:

Gain /Loss Amount: $0.00

Gain / Loss Account Expense

Type: FP Accounting -
Fund Accounting Tab
This tab contains the COA field’s common to the component as found on other documents.

FP Accounting - Detail Accounting Tab
This tab contains the COA fields common to the component as found on other documents.

Sales Price Change Posting Component

Lists the system-generated details used to recognize the financial impact of a specific Accounting Line. If
a Fixed Asset document has an accounting impact, the system uses the posting line information to
update the Fixed Asset and general accounting journals and other accounting tables. The fields and
components on this page are like those of other documents with the addition of a component to
provide the Fixed Asset Number and Component Number.

8.7. Sales Price Change (FP) Data Entry

Each FP document component requires information and/or verification. This topic describes the data
entry requirements for FP documents. To create an FP document, use the Document Catalog.

Sales Price Change Header Component

The FP document opens to the Header component, General Information tab. The following fields require
data entry:
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Fixed Asset Number — Enter the Fixed Asset Number of the Asset

Event Type — Defaults to FA12

Sales Price Change Component

The FP component lists specific attributes of each asset component. Components may be added during
the life of the asset but cannot be added at time of sales price changes. The Auto Apply action retrieves
values from the Fixed Asset Registry and infers values into many of the fields in the Component
component.

Sales Price Change Component - Disposition Details Tab
Change in Selling Price — Enter the Change in Selling Price. This is the delta amount to correct
the Selling Price. This amount can be positive or negative.

Note: the user can also change the Disposition Date, Disposition Method, or the Disposition Authority on
an FP document. However, these changes are optional.

Sales Price Change Accounting Component

Lists the Chart of Accounts (COA) details for how each asset component was funded. All information at
this level is protected and will be brought in form the Fixed Asset Registry Accounting Line table or from
the Disposition document Header.

Sales Price Change Posting Component

FP posting lines will automatically be populated with information based on the information in the other
components. The information on the FP posting lines cannot be modified.

8.8. Complete a Sales Price Change (FP) Document

AcTiviTy 8.8
Complete a Sales Price Change Using the FP Document

Scenario

Upon Review of the disposals of assets, it was identified the sales price of the Fixed Asset Number in
Activity 8.4 was incorrect. It is necessary to create an FP document to change the selling price of the
asset.

Setup
v' User is logged into the AFIS Home Page.
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Steps

A. Create an FD document from the Document Catalog.

1. Click Search.
Click Document Catalog.

o U s WwN

Click Create.

Check the Auto Numbering check box.

In the Code field, enter FP or select it from the pick list.
In the Dept. field, enter your student data card information.

B. Complete General Information tab in the Header component.

C. Verify information on the Responsibility Center tab in the Header component is inferred from the

D. Verify the information on the Component Line is automatically inferred from the Registry Tables.
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1. When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft. In the Fixed Asset Number field, enter the Fixed Asset

Number entered in Activity 8.4.

In the Document Description field, enter Sales Price Change.
Verify the Event Type is set to FA12 (Sale Price Change).

4. Click Auto Apply. This will infer the Component and Accounting Lines associated with the

Fixed Asset Number.

e E2EE

Fixed Asset Selling Price Change(FP) Dept: 101 1D: 201500000007 Ver.: 1

Function: New  Phase: Draft s

==

Document Information

LELE RN GG nELLNO N Extended Doc Description | Responsibility Center

Composite Asset Information | Disposition Information

Document Hame:

Record Date: =
Budget FY:
Fiscal Year:

Period:

Document Description: | Sales Price Change

Hew Asset Status: 4|

New Asset Status Name:

H save || =3 undo

Fixed Asset Number:

Fixed Asset Description:

Summary Change in
Selling Price:

Historic Asset Cost:
Event Type:

Memo Asset:

Asset System Numbenr:

Asset System
Description:

STU1-HARLEY |

MOTORCYCLE - HARLEY

$0.00

$16,500.00
FA12 &

m

Auto Apply

Fixed Asset Registry tables.
1. Click the Responsibility Center tab.

2. Verify the Fund, Department, Unit, and Appropriation Unit fields are inferred.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document

Navigator mode.
2. Click the Component component.
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3. Click the Component Location Details tab and verify the Location is inferred.

Component General Information | Acquisition Details |[elylslali =1 8 Kol L B RN Component Classification ﬁ
Cost, Valuation & Depreciation | Disposition Details | Insurance
Location: 1004 Sub Location: 001
Address 1: Complex / Building: -
Address 2:
City: -

4. Click the Component Classification tab and verify the Fixed Asset Classification, Fixed Asset
Category, Fixed Asset Type, Fixed Asset Group, Useful Life, and BSA information is inferred.

Component General Information | Acquisition Details | Component Location Details eyl elal 1) KR i 1)) ﬂ

Cost, Valuation & Depreciation || Disposition Details || Insurance

Fixed Asset Adjustment BSA: 0311
Classification:
Sub BSA:
Fixed Asset 1070-12

Catalog: OBSA: 3510

Fixed As=zet Type: WV Sub OBSA:
Fixed Asset Group: 1070 Accum Depr BSA: 0855

Useful Life: S Accum Depr Sub

BSA:

In Service Date: 03/11/2015

Out-of-Service Date:

Received Date:

5. Click the Cost, Value & Depreciation tab and verify the Values, Costs, Depreciation Method
and Depreciation Structure are inferred.

E. Review the Disposition Details tab.

1. Click the Disposition Details tab.

2. Verify the Disposition Date is inferred from Header.

3. Inthe Change in Selling Price field, enter your student data card information. (The change in
selling price is the delta amount to correct the selling price.)

Cost, Valuation & Depreciation |[MUEEIGLRNEGIEN (nsurance

Disposition Date: 03112015 Gain / Loss Account Expense
Type:
Disposition Method: SOLD
Change in Selling Z00

Disposed Units: 1.00000 Price:
Selling Price: £0.00 Newr Disposition B
Date:
Memo Disposal S0.00
Value: New Disposition 4 |
Method:

Disposition Code: Sold

F. Check the FP document for errors and submit it.
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Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: “Document validated successfully.”

Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

Navigate to the Header and review the changes.

On the General Information tab review the following:
o Summary Change in Selling Price — price displays the delta amount to correct the
selling price for the component
o Historic Asset Cost — displays the original purchase cost for the component

H. Navigate to the Component component and review the changes.

1.

On the General Information tab, review the changes.

I. Navigate to the Accounting Component and review the changes.

1.

On the General Information tab of the Accounting Component, review the following:
o Selling Price — displays the most recently entered selling price for the component
o Change in Selling Price — displays the additional amount that was required to correct

the sale transaction

Navigate to Fixed Asset Registry Component (FARCOMP) and note that the accounting information is

appropriately updated, and then return to the Home Page.

1.
2.
3.
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In the Jump to field, enter FARCOMP.

Click Go.

The Search window is displayed. In FA Number field (located in the prompt field), enter
number from step B1.



4. Click Ok.

AFIS

Fixed Asset Registry Component

~ STU1-HARLEY o1 50.00 07136
First Prev Mext Last

Search @B
= General Information

Fixed Asset Number: sTyUq_HARLEY Component Value :
Component Number: g9 Component Accumulated Depreciation :
Asset Status : Component Net Book Value :

Asset System Number:

Asset System Description :

Fixed Asset Number Component Number ComponentValue Commodity Code

30.00

* §0.00

- E0.00
Historic Asset Cost:

$16,500.00

5. Click the downward facing arrow to expand all sections.
6. Review the updated information.

Fixed Asset Registry Component

Fixed Asset Number Component Number ComponentValue Commodity Code
+ STU1-HARLEY (] $0.00 07156
First Prev Next Last

Search ¥ B
# General Information

Fixed Asset Number: o7y _HapLEY Component Value : g o
Component Number : 4 Component Accumulated Depreciation : g g
Asset Status : Component Net Book Value : gp o

Historic Asset Cost: =5 5pp.0p
Asset System Number:

Asset System Description :

7. Click Home in the Primary Navigation Panel to return to the Home Page.

| Asset Management
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8.9. Disposal — No SPMO Approval Required

The process to dispose of an asset where the agency is exempt from going through SPMO approval is

the same as the disposal outlined in section 8.2 with the following two distinctions:

The final sales price can be entered on the FD document so a separate FP is not needed.

Approval is not needed from SPMO.

State Process Overview

8.

The steps below describe the statewide process. Your Department may have additional
This process is referenced in To Be ID AM-TB-014 and represented by

Figure 17 below.

1.

Department identifies the need to retire an asset retained in AFIS. The Department has been
recognized as an exception by the State and is not required to notify or receive approval from
the State Surplus Management Office (SPMO).

The Department is responsible for the creation of the Fixed Asset Disposal (FD) transaction in
AFIS. The Fixed Asset number, disposition date, disposition method, and disposed units are
required fields on the FD document. Any supporting documentation may be attached to the
FD document at this time. Upon completion of the data entry the FD document is submitted
and routed for approval.

Note: A workflow rule has been established to route the document for approval as related to the
Department having receiving exception processing through SPMO. This refers to a paper based workflow
process, outside of Advantage. One of the following outcomes is available:

Yes — the document proceeds to Step 3 within the current workflow.

No — the document is returned to the creator (Step 2) to be routed through AM-TB-010 Dispose of Asset
(Surplus Property Management Office).

3.

The FD document and any attached documentation are reviewed as an initial review by an
authorized Department level approver.

Upon final submission of the FD document, the document calculated depreciation and the
gain or loss on the disposition. Additionally, the Fixed Asset Registry tables, FA Warranty
tables, FA infrastructure maintenance tables, and associated tables within AFIS will be
updated.

Figure 17: Dispose of Fixed Asset (Excluded from Surplus Property Management Office) (AM-
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SPMO?

"~ Approved? .

StartProcess

To create the FD document, refer to Section 8.4, Complete a Public Sale Using the FD Document. The
only difference in the steps necessary for creating an FD document is that the final sales price is entered
on the FD document.

8.10. Loss or Theft

Departments use the Fixed Asset Disposition (FD) document to record the sale of retired assets. For
assets with a disposition method of vehicle accident, fire or flood, lost, theft/vandalism, additional steps
are involved.

After a Department submits documentation of the loss or accident, with a letter signed by the
Department head or designee, they also file and submit a police report for the vehicle accident or stolen
assets and additionally submit an incident report to the State of Arizona Risk Management Office. For
stolen assets, it is helpful to take an employee affidavit and attach a copy of police report, on the
Header component of the FD document.

For these disposition methods, the General Accounting Office also approves the FD document to
complete the disposition in AFIS.

State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-012 and represented by Figure 18 below.

Department is responsible to notify the police Department and to obtain the police report.
The Department is responsible to complete and route the appropriate forms (i.e. incident
report, claim) for the State of Arizona Risk Management Office.

3. Risk management will review the received forms.

4. Risk management will assign the appropriate incident/claim number and claim amount based
on the Fixed Asset’s estimated value.

5. The Department will complete the SP101 form unless the Department is determined to be
exempt from SPMO.

6. The Department approver will review the SP101 form.

7. The SPMO approver will review SP101 form.
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8. The Department is responsible for the drafting of the Fixed Asset Disposal (FD) document in
the system. The Fixed Asset Disposition (FD) records the retirement of the asset, the
depreciation of the asset, offsets the revenues from the sale of the asset, and recognizes any
gains or losses. Additionally, to support the theft/loss aspect, AFIS includes fields such as
disposition code, disposal reason, disposal condition, asset status, police report ID, and
security incident report ID. The police, Risk Management, and SP101 forms should be
attached to the FD document for processing. Additionally, insert the claim amount received
from the Risk Management in the selling price field.

The FD document and attachments will be routed to the Department approver to review.
The FD document will be forwarded to GAO with the necessary attached reports for GAO’s
review and approval.

10.
11. The document is submitted and is finalized.

Figure 18: Dispose of Asset due to Theft/Loss/Destruction (AM-TB-012)

“

Vcs—‘

Step 11
Document

Submission

Step 4
Assign Incident/
Claim Number &

Approved?

Approved?

Claim Amount

A

Yes

Step 3
Risk Management
Review

Step 7
SPMO Review

A

8.11. Researching Fixed Asset Dispositions

Y

Step 2
File Incident
L Report/Claim with
‘ Risk Management |
p— |

Step 5
Complete SP101
Form

Step1
Contact Police and
Obtain Police
Report

Step 6

I » Department Review

!

L

Step 8
Create FD
Document & Attach
1 Incident Report, |
Caim, Police
| Report, & SP1O1
Form

y

A 4

Step 10
GAD Review

Step 9

Departmental Approved?

Review

The Fixed Asset documents update several inquiry tables. This topic reviews the tables that are updated

by FA documents and tracks details about a specific asset.
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Fixed Asset Registry

The Fixed Asset Registry (FAR) table stores the current status of an asset and is updated through the
use of specific Fixed Asset documents and Event Types. The FAR table is made up of three tables,
described below. Please refer to Section 2.4 for more information.

= Fixed Asset Registry Header (FARHDR) - contains the Fixed Asset Number and description,
summary asset cost, and Responsibility COA elements.

=  Fixed Asset Registry Component (FARCOMP) - contains component level information for both
Acquisitions and Betterments.

= Fixed Asset Registry Accounting (FARACTG)- records the funding information, including Fund
and Detailed Accounting Distributions.

Fixed Asset Journals

Fixed Asset Transactions updates the following Journals.

= FA component Journal (JFACJ) - gets updated only by the FA documents and the Fixed Asset
document Header and component level details. Stores the component line information
associated with each asset.

= FA Accounting Journal (JFAAJ) - gets updated only when the document has Fixed Asset
Number and Component number. This update happens at the FA document Accounting Line
level.

= General Accounting Journal (JACTG) - Fixed Asset documents with an accounting impact
update this standard journal.

Fixed Asset History (FAHIST) Journal

The Fixed Asset History (FAHIST) Inquiry provides views to both JFACJ and JFAAJ journals using a single
selection query. FAHIST records all documents that have been processed for the asset number, and
provides a history of all the accounting and non-accounting transactions for each individual Fixed Asset
record. When an asset is cancelled, the corresponding Fixed Asset number is removed from the Fixed
Asset Registry tables; although, it remains on the FAHIST table.

Lesson Summary

In this lesson, you:

= Listed the Disposition Process

= Created a Fixed Asset Disposition (FD) document to complete a public sale
* Processed the disposal of an asset with a change in sale price

= Reviewed the disposal of an asset with no SPMO approval required

* Researched Fixed Asset Dispositions
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Check Your Progress

1. The Fixed Asset Disposition (FD) document allows disposition of an asset and all of its components,
individual components, and a portion of the available units for components with multiple units (for
non-composite assets).

a. True
b. False
2. An FP document is used to change the sale price of an asset.
a. True
b. False

3. Which table lists the disposition methods that appear in the Disposition Method field on the FD
document?

a. Fixed Asset Type (FATP)

b. Fixed Asset Disposition Method (FADM)

c. Fixed Asset Registry Component (FARCOMP)
d. Fixed Asset History (FAHIST)
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9. Construction Work in Progress

Learning Objectives

In this lesson, you will:

= Identify the Construction Work in Progress Process
= List the Construction Work in Progress Documents
= Research the Construction Work in Progress Process

= Review the Program Asset Generation process
Lesson Overview

The Asset Construction business process occurs when a Department constructs an asset. The business
process includes the capture of construction-in-progress, such as buildings and highways, and then
ultimately the capitalization of the asset. This lesson details the Construction Work in Progress process,
including the tables and document involved in changing an asset from Construction Work in Progress to
either Building or Infrastructure.

9.1. State Process Overview

The steps below describe the statewide process. Your Department may have additional requirements.
This process is referenced in To Be ID AM-TB-017 and represented by Figure 19 below.

1. Department creates CAS documents. Refer to script PA-PS-001.

2. Department creates FA document. Refer to script AM-TB-001.

3. The Department will set up the FACPA and FACPAD tables to specify if an asset is to be
cancelled, finalized, or if the value of the constructed asset is to be increased. The Fixed Asset
Construction Program Allocation (FACPA) table establishes that a program/phase is linked to
one or more Fixed Asset components including attributes such as whether the
Program/Phase is active. The Fixed Asset Construction Program Allocation Detail (FACPAD)
table stores children of the record on the FACPA table. The table stores attributes such as a
default allocation percentage that is used to allocate from a single Program/Phase to multiple
Fixed Asset components. The table also contains fields to support the final Fixed Asset Type
Change and Fixed Asset Cancellation processes.

4. The Department will review the entries on the FACPA and FACPAD tables.

5. GAO will run either the scheduled or on demand batch job.
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6. The Department will review the generated FI (Fixed Asset Increase/Decrease), Fixed Asset
Type Change (FX), or Fixed Asset Cancellation (FC) documents. Additionally, the Fixed Asset
Construction Program Expenditure Reconciliation (FACPER), Fixed Asset Construction
Program Reconciliation Detail (FACPERD), and Fixed Asset Construction Program Expenditure
Accumulation (FACPEA) tables will also be updated.

Figure 19: Create Capital Improvement Project Fixed Asset (AM-TB-017)

Step5

~No Approved? Yes—3p{ Run Batch Job

=

G Step2 (T
Create CAS Create FA " Establish
Document Document - FACPAand

(refer to script PA- (refer to script AM- FACPAD Table

PS-001) TB-001) Parameters

Review documents
generatedinfinal S
status & Updated

Tables

9.2. The Construction in Progress Process

The construction process commences when a Major Program is established in AFIS.

Major Program
Menu Back
Department Major Name Active Effective Effective Drawdown Drawdown
Jepartment Program — From To Group Department
+ 1 WJPRG Major Program for Training Yes

First Prev Mext Last Attachmentz

Save Undo Delete Insert Copy Paste Search % B
= General Information

“Department : |19 ﬁ Effective From :
Student 1 Effective To:
*Major Program : |1 JpRG Active : [y
Auto Generate : [~ Budgeting : [#

Prefix : .
Reimb Status: syspended for Reimbursement

x " . ..
Name : ||ajor Program for Training

*Short Name : 4aj Prog Train
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A program is also established in AFIS with a Fixed Asset Construction Program Level, as Program or
Program-Phase. Refer to the Cost Accounting training guide for information on establishing Major
Program and Program in AFIS.

Program $stup
Department  Program Nams Ma|or Program | Active  Effsctive From  Effsctive To BElling Agreement Date Reimib $tatus
< 1 1 Program Code 1 MWFRG Yes Allowed for Relmursement
1 z Program Code 2 MWFRG Yes Allowed for Felmxursament
1 3 Program Code 3 MWFRG Yes Allowed for Felmursement

First Prev ket Last  Aflachments

Sawe Undo Delete sert Copy Pase Soarcn ok

# General Informaticn

“Dpartment : 174 ) Effective From : m
“Program : |5 Effactive To i |
Auto Gansrats - Baling Agresmant Dats - I
Prafix active : =
“Name : [Program Code 1 Budgsting : |5
“Ehort Nams : [zoq Rsimi Statues :
Frogram 1 5 aiowen or memmursement h
“Ma|or Program : |y eRs E-. Redmib ENgibds - |~
Sub fccount : Reecdzss Excluston : [~
Sita Location : Mz]or Program Effective Start Dats :
Program Status : & Ma|or Program Effective End Dats :

b General Options

F Rollups

b Description/Contact
F Highway Project

* Fixed Asset Information
Fizsd Assst Construction Program Level ©

Program-Frass

bk Program Dates

Ton

¥ Floed Asset Consinuciion Program Allocation
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The Fixed Asset group creates a Fixed Asset Acquisition (FA) document to establish the Construction

Work in Progress asset in AFIS.

Fixed Asset A{:quisitioanA}‘ Dept: 101 ID: 201500000079 Ver: 1 Function: Mew Phase: Final ‘j
_ﬁ
NG (guEL W Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Document Name: - Auto Generate FA Number: [/
Prefix:
Record Date:
ecor gl A D Fixed Asset Number: FagQo002s ﬁl
Budget FY: 2015
Fixed Asset Description: CONSTRUCTION WORK IN -
Fiscal Year: 2015 PROGRESS
Period: g i
Document Description: CIP Example E Document Total: S0.00
Final Asset Value: 50.00
ComplexiBuilding: »
Event Type: FAQY ﬁl
- Memo Asset: [

The Department enters the Asset Information on the Fixed Asset Construction Program Allocation
(FACPA) table. An entry is already created for the Department and Program combination when the
Fixed Asset Construction Program Level is set to Program on PROG table.

Fixed Asset Construction Program Allocation

Totals

Department Program Phase FA AllocationInd Active Allocation Percentage Total

~ 1 FAPROG CHNST  Single Yes 100.00
First Prev Mext Last

Save Undo Delete Insert Copy Paste Search Wk

= General Information
*Department : | {4 ﬂ
*Program : FAPROG &
*Phase :|pysT ﬂ
FA Allocation Ind : Single
Active @ [
Bypass Review : [

Allocation Percentage Todtal : 100.00
Last Journal Record Number : 1512
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A record is then added to the Fixed Asset Construction Program Allocation Detail (FACPAD) line to link
the Program to the Construction in Progress asset, as created above with the FA document. Provide the
Fixed Asset Number along with the Component Number. The Default Allocation Percentage for all child
records must total up to 100. The Final Type Details information can be entered later when the asset
will be put in service. Save the record.

Fixed Asset Construction Program Allocation Detail

Fixed Combonent Default Final In ;T:; ;L‘:;
D ; ! :
Department Program Phase Asset Allocation Service Final Cancel Cancelled
Number Asset Asset
Humber Percentage Date
Catalog Type
~ 101 FAPROG CNST FAQDOOOZS 01 100.00 No Mo No

First Prev Mext Last

Save Undo Delete Insert Copy Paste Search bk

= Allocation Details

*Department : 14 o “Fixed Asset Number : Faponoozs o
*Program : Faproc - Composite Indicator : [
*Phase : cnsT S *Component Humber: gq A
*Default Allocation Percentage : g 00 Cancel: [

Cancelled : [

P Final Type Details

Jop

# Fixed Asset Construction Program Allocation

Navigate back to the FACPA table. Click Active on FACPA and save the record.

The accounting group performs the work and charges expenses (for example, GAX document) to the
appropriate Major Program and Program. Refer to the Accounts Payable training guide for information
on payment processing.

The General Accounting Office runs the Program Asset Generation chain job to capitalize the completed
construction. When the construction is fully completed, update the Final Type Details on the Fixed Asset
Construction Program Allocation Detail table. The General Accounting Office runs the Program Asset
Generation chain job to:

= Update the Fixed Asset Construction Program Expenditure Reconciliation (FACPER) table,
which stores expenditure posting line records that reference Programs/Phases on the FACPA
table.

= Increase the value of the asset by the expense amount indicated in the disbursement
document, with the FI document.

= Change the Fixed Asset type from Construction Work in Progress to either
Building/Improvement or Infrastructure (for highways), IT Equipment, with the FX document.

= |f the Cancel button is checked on the FACPAD table, in order to cancel the Construction Work
in Progress asset for those projects that will not go forward, FC documents are processed.

233



AFIS | Asset Management

9.3. Review Construction Work in Progress Documents

Four documents are involved in the Construction Work in Progress process.

= Fixed Asset Acquisition (FA)

=  Fixed Asset Increase/Decrease (Fl)

= Fixed Asset Type Change (FX)

=  Fixed Asset Cancellation (FC)
To easily access these documents for a given Fixed Asset number, navigate to the Fixed Asset History
(FAHIST) table.

Fixed Asset Acquisition (FA)

The FA document records the acquisition of the asset. For information about this document, refer to the
Acquisition lesson.

The following fields should be entered differently on the FA, than entered in previous FA scenarios:

= Acquisition Method - set to Construction

=  Fixed Asset Classification — set to Adjustment

=  Fixed Asset Catalog — set to 2600-01(Construction in Progress)
= Depreciation Method — set to Not Applicable

= Depreciation Structure — set to Not Applicable

* Line Amount —set to S0

AcTiviTy 9.3
Create an FA Document for Construction Work in Progress

Scenario
A request to construct a highway has been approved. Create an asset (FA document) with a SO value.

Setup
v User is logged into the AFIS Home Page.

Steps
A. Create an FA document from the Document Catalog.

1. Click Search from the Secondary Navigation Panel.

Click Document Catalog.

Click Create.

In the Code field, enter FA.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

o v s wWwN
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7. Click Create. When the document is created, a new Document ID is generated. The document
is shown as Ver: 1, Function: New, Phase: Draft.

B. Complete the General Information tab in the Header component.

=

Check the Auto Generate FA Number check box.

2. Inthe Document Description field, enter CIP Example.

3. Inthe Fixed Asset Description field, enter Construction Work in Progress.
4. Ensure Event Type is set to FAO1.

Fixed Asset AoquisilioanA)| Dept: 101 ID: 201500000079 Wer.: 1 Function: New  Phase: Draft | i

_ﬂ
LT E ML anELWLL Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information

Document Hame: e Auto Generate FA [v
- Number:
Record Date: = Prefix:
Budget FY: Fixed Asset Number: ﬁl
Fiscal Year: Fixed Asset | CONSTRUCTION WORK IN b
Description:  PROGRESS
Period:
Document Description: | CIP Example g
N i Document Total: 50.00
Complex/Building: - Final Asset Value: 50.00
i
Event Type: | FAM ﬁl
Memo Asset: [

C. Complete the Responsibility Center tab in the Header component.

1. Click the Responsibility Center tab.

2. Inthe Custodian field, enter Training.
3. Inthe Fund field, enter your student data card information.
4. Inthe Department field, enter your student data card information.
5. Inthe Unit field, enter your student data card information.
6. Inthe App Unit field, enter your student data card information.
General Information || Extended Doc Description Composite Asset Information | Infrastructure Maintenance
Fixed Asset Intent Reference | Document Information
Custodian: | TRAINING il Revenue: il Task: &l
Accounting il Sub Revenue: il Sub Task: &l
Template:
Dept Object: i Task Order: e
T 2001 ﬁl ep je | ask Order: |
G &I Dept Revenue: il Major Program:
ity Program: 4
Department: | 101 &l Activity: il
s Phase: 4|
unie: [0107 2 Sub Activity: A o
Function: - | Program Period: $|
Sub Unit: 4| =
] Sub Function: A Location: &
Appr Unit: | 1010000 &
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D. Complete the General Information tab in the Component component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document
Navigator mode.

Click Component from the Secondary Navigation panel.

Click Insert New Line.

In the Component Number field, enter 01.

In the Commodity Code field, enter 54531.

In the Units field, enter 1.

[Tl AL TG (B Specifications | Acquisition Details | Component Location Details | Component Classification

Cost, Valuation & Depreciation | FAPR Referen

o U s wWwN

e | Internal Sale Details || Fixed Asset Intent Reference | Insurance

(=)

Component Number: | (1 il Tag Number:
Commodity: | 54531 i| Base Asset: [

Units: |1 Description 1:

Unit of Measure: | £4 4| Description 2:

E. Complete the Acquisition Details tab in the Component component.
1. Click the Acquisition Details tab.

2. Inthe Acquisition Date field, enter today’s date.
3. From the Acquisition Method field, enter CNST(Constructed/built).

Component General Information || Specifications |« [GulLEEEEE Component Location Details | Component Classification ﬂ

~

Cost, Valuation & Depreciation | FAPR Reference || Internal Sale Details || Fixed Asset Intent Reference | Insurance

Acquisition Date: | 3/11/2015 = Vendor: 4

LA
Acquisition Method: | CNST il Vendor Name:
Purchasing Authority: Alias/DBA:

Memo Disposal Value:

F. Complete the Component Location Details tab in the Component component.

1. Click the Component Location Details tab.
2. From the Location field, enter Location A for your department by using the picklist.

Component General Information | Specifications | Acquisition Details [EelplgiEHdR e LR CTEE Component Classification
Cost, Valuation & Depreciation | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance
Location: | 1014 | Sub Location: |
Address 1: Complex [ Building: -
Address 2:
C it B

G. Complete the Component Classification tab in the Component component.
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Click the Component Classification tab.
From the Fixed Asset Classification drop-down list, select Adjustment.

In the Fixed Asset Catalog field, enter 2600-01 (Construction in Progress).
Click Save. Verify that the Fixed Asset Type, Fixed Asset Group, and Useful Life fields are

AFIS

inferred from the Fixed Asset Catalog (FACLG) table.
5. Click the Cost, Valuation & Depreciation tab.

| Asset Management

Component General Information

Cost, Valuation & Depreciation

Specifications

FAPR Reference

Acquisition Details

Internal Sale Details

Component Location Details

Fixed Asset Intent Reference

Component Classification

Insurance

Fined Asset
Classification:

Adjustment

Fixed Asset Catalog:  2500-01

Fixed Asset Group: | 2500
Useful Life: |0
In Service Date:
Out-of-Service Date:

Received Date:

Fixed Asset Type: C |

H H A

BSA: 0881

Sub BSA:

OBSA: 3810

Sub OBSA:
Accum Depr BSA:

Accum Depr Sub BSA:

H. Complete the Cost, Valuation & Depreciation tab from the Component component.

1. Confirm the Depreciation Method drop-down list is set to Not Applicable.

2. Inthe Depreciation Structure drop-down list, select Not Applicable.

Component General Information

Specifications

Acquisition Details

Component Location Details

A RETTE D RN ET CTRELTO | FAPR Reference | Internal Sale Details | Fixed Asset Intent Reference | Insurance

Component Classification

Closing Costs:  50.00 Component Total: 50.00
Salvage Value: 2000 Final Component 20.00
Value:
Valuation Date: =
Depreciation Method: Not Applicable -
Valuation Amount:
Depreciation Structure: Not Applicable -

Replacement Date: Jieza|

3. Click Accounting from the Secondary Navigation panel.

I. Complete the General Information tab of the Accounting information.

1. Click Insert New Line.

2. Inthe Line Amount field, enter 0.
3. Inthe Funding Fiscal Year field, enter the current year.
4. Inthe Funding Budget FY field, enter the current year.
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5. From the Responsibility Center Posting drop-down list, select Yes.

LTSN GBSO Feferences | Fixed AssetIintent Reference | Fund Accounting | Detail Accounting

Event Type: Budget FY:
Accounting Template: ﬁl Fiscal Year:
Line Description: - Period:

Funding Fizcal Year:  204%
Funding Budget FY: 201%
Line Amount: [ Responsibility Center ez -
Internal Sale Gain/Loss el
Amount:

Historic Asset Cost:

Accum Depr Amount:

6. Click the Fund Accounting tab.

J.  Complete the Fund Accounting tab of the Accounting component.

1. Inthe Fund field, enter your student data card information.

2. Inthe Department field, enter your student data card information.
3. Inthe Unit field, enter your student data card information.
4. Inthe Appr Unit field, enter your student data card information.
5. Inthe Object field, enter 8131.
General Information || References | Fixed Asset Intent Reference Detail Accounting
Fund: | 5001 A | Object: | 8131 | OBSA: 4|
Sub Fund: | Sub Object: | Sub OBSA: |
Department: | 104 | Revenue: 4| Pending BSA:
Unit: | 0104 4| Sub Revenue: 4| Pending Sub B3A:
Sub Unit: 4| BSA: & Dept Object: &
Appr Unit: | 10100000 4| Sub BSA: | Lepi Meyucmie: &)

6. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: "Document validated successfully.”

K. Verify the generated Fixed Asset Number.

1. Click the Header component.
2. Click the General Information tab.
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3. Verify that the Fixed Asset Number on the Header is auto generated and assigned. Write it
here for use in the next activity

iew Al of 1] @ Document validated successfully

Fixed Asset Acquisition(FA) | Dept: 101 ID: 201500000079 Wer: 1 Function: New  Phase: Draft n

LEELEIERD i denEWGO M Extended Doc Description | Responsibility Center | Composite Asset Information | Infrastructure Maintenance

Fixed AssetIntent Reference | Document Information

Document Name: - Auto Generate FA |V
- Number:
Record Date: B® Prefix:
Budget FY: Fixed Asset Humber: | FAD000025 ﬁl
Fiscal Year: Fixed Asset | COMSTRUCTION WORK IN o
Description: | PROGRESS
Period:
Document Description: | CIP Example i
b s Document Total: $0.00
Complex/Building: = Final Asset Value: 50.00

Event Type: | FADM ﬁ |

4. Click the Submit button to submit the document for approval after any errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

5. Click Home in the Primary Navigation Panel to return to the Home Page.

Fixed Asset Increase/Decrease (Fl)

The Fl document increases the value of the asset to its actual price, since the cost of construction is
included upon capitalization of the asset. This document is automatically generated in the batch job and
not updated by the user. Refer to the Modify Asset Value (Section 5.4) for more information about the
FI.

Fixed Asset Type Change (FX)

There are situations when assets that have been defined as one asset type (for example, Construction-
in-Progress) need to be redefined as another asset type. The FX document can only be used to change
the asset type of non-memo assets that have not been previously depreciated. Once an asset is
depreciated, the asset type may not be changed. The processing of FX documents is appropriate to
correct the asset type of an asset that was incorrectly entered, or to reclassify an asset from an asset
type that is not subject to depreciation to a depreciable asset type. To modify the asset type, of a
specific asset, the Fixed Asset Type Change (FX) document code is processed with the default Event Type
of FAOS8 (Fixed Asset Type Change).

For example, the typical use of the FX is to change the asset type of records associated with a
construction project from Construction Work in Progress to Buildings or Infrastructure. During the
construction phase, payments are capitalized as Construction-in-Progress assets. Once the construction
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project is substantially complete, the Program Asset Generation job reclassifies the Construction-in-
Progress type, which is found on the FX Component Asset Type Change Detail tab and originated from
the FACPAD entry. The user is able to open the Final version of the FX document.

Fixed Asset Cancellation (FC)

The FC document cancels the asset, if the construction will not go forward. This document is
automatically generated in the batch job and not updated by the user. Refer to the Cancel a Fixed Asset
(Section 5.5) for more information about the FC.

9.4. Research the Construction Work in Progress Process

Three tables are important in the Construction Work in Progress process.

=  Fixed Asset Construction Program Allocation (FACPA)
= Fixed Asset Construction Program Allocation Detail (FACPAD)
=  Fixed Asset Construction Program Expenditure Reconciliation (FACPER)

Fixed Asset Construction Program Allocation (FACPA)

The FACPA table establishes that a Program/Phase is linked to one or more Fixed Asset numbers and
corresponding components, including attributes such as whether the Program/Phase is active and if
records on the FACPERD table should have the default reviewed indicator overridden. The Allocation
Indicator is inferred by AFIS. If there is a single child record on FACPAD, the Allocation Indicator is Single.
If there are multiple child records on FACPAD, the Allocation Indicator is Multiple.

Fixed Asset Construction Program Allocation

Totals

Department Program Phasze FA AllocationInd Active Allocation Percentage Total

~ 101 FAPROG
First Prev MNext Last

CNST No 0.00

Save Undo Delete Insert Copy Paste Search # &

« General Information
*Department : g9

FAPROG

CNST

i

*Program :

[»

*Phase : ey

=

FA Allocation Ind :

lop

Active :
Bypass Review :

Allocation Percentage Total :
Last Journal Record Humber :

-

r
0.00
1612

F Fixed Asset Construction Program Allocation Detail
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Fixed Asset Construction Program Allocation Detail (FACPAD)

Fixed Asset Construction Programs / Program Phases are mapped to the Fixed Asset components to
which they are related. The table stores attributes such as a default allocation percentage that is used to
allocate costs from a single Program/Phase to multiple Fixed Asset components. The FACPAD table also
contains fields that indicate the Final Type Details of the asset, once construction is complete and
capitalized.

When the Final In Service Date is reached, the Program Asset Generation chain job creates an FX
document for the Fixed Asset component referenced. The fields in the Final Type Details section can no
longer be modified, once the batch process runs. Alternatively, if the construction project is cancelled
the Cancel checkbox should be selected and the batch job will generate an FC document.

Fixed Asset Construction Program Allocation Detail

’ . Final Final
Fixed Component Default Final In Fixed Fixed
Department Program Phase Asset LOMmponent Allocation  Service Final Cancel Cancelled
Humber Asset Asset
Number Percentage Date
Catalog Type
~ 200 FAPROG CNST  FAOOOOO024 o4 100.00 No No No
DTA BKPCNP1 BP oToooooot 001 100.00 No No Mo

First Prev Mext Last

Sawve Undo Delete Insert Copv Paste Search W B
= Allocation Details

*Department : [zqp ﬂ *Fixed Asset Number : |Fappponze ﬂ
*Program @ FAPROGC ﬁ Composite Indicator: [
*Phase : [cysT ﬂ *Component Number : 1 ﬂ
*Default Allocation Percentage @ 190.00 Cancel: [
Cancelled: [

b Final Type Details

lop

+ Fixed Asset Construction Program Allocation
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Fixed Asset Construction Program Expenditure Reconciliation (FACPER)

This table stores expenditure posting line records that reference Programs/Phases on the FACPA table. It
is updated once the Program Asset Generation job is run. FACPER supports the cost accumulation batch
processes that add value to construction-in-progress assets. The costs from these records are not
accumulated toward the asset unless the reviewed flag is yes. This flag will be overridden to yes, if the
bypass review flag is selected on the FACPA table.

The Details section displays the allocated expenditure posting line records from the Totals section (click
on the triangle next to Results, to view the details). The expenditures are allocated according to the
Default Allocations Percentages defined on the FACPAD table. The Allocation Percentage field can be
adjusted if the Reviewed flag on the Totals section is not selected. The allocation percentage is changed
on the FACPERD table.

Fixed Asset Construction Program Expenditure Reconciliation

Browse Clear

w Query
Department : 4pq | Reviewed: -

Program : E

Phase : &
Totals: Total Reviewed:( Total Open:n

- Results
Change All{on this page) i

ange All(on this page Reviewed

Change Selected{on this page)

Clear Allion this page).  Select Alllen this page)

Vendor Accounting Posting Line Vendor Line Allocation Percentage Reviewed Accumulate
Line Line 1} Name Amount Total Date

First Prev Next Last

Document

¥ Fixed Asset Construction Program Expenditure Reconciliation Detail

AcTivity 9.4
Research the Construction-in-Progress Process

Scenario

Navigate to the FACPA page and view the record that corresponds to the program. To update the asset
information to reflect that a highway will be constructed, navigate to FACPAD and insert a record. Next,
provide the Fixed Asset Number, along with the Component Number. Finally, set the Default Allocation
Percentage to 100, and provide Final Type Details of the asset.

Setup
v User is logged into the AFIS Home Page.
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Steps
A. Use the Jump to field to open the FACPA table.

1. Inthe Jump to field, enter FACPA.
2. Click Go.

B. Search for your construction program and phase within the table.

1. Click Search.

In the Department field, enter your student data card information.
In the Program field, enter FAPROG.

In the Phase field, enter CNST.

Click Ok.

The record displays on the FACPA table.

o v kA wWwN

Fixed Asset Construction Program Allocation

Totals

Department Program Phase FA Allocationind Active Allocation Percentage Total

~ 101 FAPROG CNST No 0.00
First Prev Mext Last

Save Undo Delete Insert Copy Paste Search ¥k
= General Information
*Department : 1g1 A
“Program : FAPROG
*Phase : cnST A

—

[

FA Allocation Ind :
Active : [
Bypass Review: [

Allocation Percentage Total : 0.00
Last Journal Record Number : 1612

Jop

¥ Fixed Asset Construction Program Allocation Detail

C. Enter information on the FACPAD table.

1. Click the Fixed Asset Construction Program Allocation Detail link.
2. Click the downward facing arrow to expand all sections.

3. Click Insert.

4. Inthe Department field, enter your student data card information.
5. Inthe Program field, enter FAPROG.

6. Inthe Phase field, enter CNST.

7. Inthe Default Allocation Percentage field, enter 100.

8. Inthe Fixed Asset Number field, enter number from Activity 9.3.

9. Inthe Component Number field, enter 01.
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10. Click Save.

Fixed Asset Construction Program Allocation Detail

First Prev Next Last

w Allocation Details
‘Department : |14 ﬂ
*Program : FAPROG

*Phase :|cysT ﬂ
*Default Allocation Percentage : 1qg.00

Department Program Phase Fixed Asset  Componsnt

Separiment  troaram  ThAs€ Ty, mper Humber
~ 101 FAPROG CHST  FAO000025 O1

200 FAPROG CHST  FAO000024 O1

DTA BKPCNP1 BP 070000001 o

Save Unde Delete Insert Copyv Paste Search % 3

Default
Allocation
Percentage
100.00
100.00
100.00

“Fixed Asset Number :

ﬂ Composite Indicator :

*Component Number :

Cancel :

Cancelled :

Final In
Service
Date:

FAQDOOOZS

=
01
-
-

&

Final Fixed

Final

No
No
No

&)

Asset
Catalog

Final
Fixed
Asset
Type

Cancel

No
No
No

Cancelled

No
No
No

11. Click the Fixed Asset Construction Program Allocation link.

12. Select your record in the grid.




1. Click Active.

AFIS

D. Verify record is activated on FACPA, and then return to the Home Page.

Fixed Asset Construction Program Allocation

Totals

Department Program Phase FA AllocationInd Active

First Prew Mext Last

w General Information

FA Allocation Ind

Save Undo Delete Insert Copy Paste

*Department :
*Program :

*Phase :

Bypass Review :
Allocation Percentage Total :

Last Journal Record Number :

Search sk

101 A
FAPROG
CHST &

[

: Single
Active :

]

r
100.00
1612

Allocation Percentage Total

100 FAPROG  CHST Mo 0.00
1 FAPROG CMST  Single No 100.00
102 FAPROG  CHST Mo 0.00
103 FAPROG  CNST No 0.00
104 FAPROG  CHST Mo 0.00
105 FAPROG  CNST No 0.00
106 FAPROG  CHST Mo 0.00
107 FAPROG  CNST No 0.00
108 FAPROG  CHST Mo 0.00
108 FAPROG  CNST No 0.00

| Asset Management

Note: The FA Allocation Ind field updates from Single to Multiple when there are multiple records on the
FACPAD table. All records must sum to 100; the Allocation Percentage Total is then updated to 100 upon
saving the records.

2. Click Home in the Primary Navigation Panel to return to the Home Page.
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9.5. Program Asset Generation

Asset Generation is the process to automate the management and recognition of capital balances with
regard to construction in progress. The process will generate Fixed Asset documents that increase,
change the Fixed Asset Type, and cancel Fixed Asset Components.

The following highlight some of the key features in relation to the Program Asset Generation business
process:

=  Provide a relationship between a construction project and a capital Fixed Asset, including
betterments.

= Automatically load accumulated costs using the original funding information to the value of
the Fixed Asset (i.e., capitalize) on a periodic basis.

= Accumulate only eligible project costs based on object code, activity code, and posting code.
= Provide the ability to distribute a single eligible expenditure line across multiple Fixed Assets.
= Provide the ability to see the accumulated project costs associated with a Fixed Asset.

= Provide the ability to review project costs and adjust if necessary prior to posting to the Fixed
Asset.

= Provide the ability to see all Fixed Assets and accumulated costs associated with a project.
= Limit the process to certain asset types only (e.g., building and infrastructure)

= Provide the ability to capture eligible project costs retroactively (that is, eligible costs entered
prior to the establishment of a relationship to a Fixed Asset).

* Transfer balance from CIP to correct account on project completion.

=  Provide the ability to manually continue accumulating project costs to a Fixed Asset after
project completion.

= Provide the ability to back out project costs if any from a Fixed Asset or betterment if the
project is cancelled.

Lesson Summary

In this lesson, you:

= |dentified the Construction Work in Progress Process
= Listed Construction Work in Progress Documents
= Researched the Construction Work in Progress Process

= Reviewed the Program Asset Generation process

246



AFIS | Asset Management

Check Your Progress

1. Which document is used to change the Fixed Asset Type?

a. FM
b. FD
c. FX
d. FT

2. The Fland FX documents are created by the user to adjust the attributes of the Construction in
Progress asset.

a. True
b. False

3. The Fixed Asset Construction Program Expenditure Reconciliation table is updated by the user to
adjust the Final Fixed Asset Type of the asset.

a. True
b. False
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10. Capital Leases

Learning Objectives

In this lesson you will:

= Navigate to Capital Lease tables and inquiries
= Create a Capital Lease Asset
= Modify a Capital Lease Asset
= Review the Run Debt Payment and Billing Job

= Review the Generate Initial Debt Accounting Documents process

Lesson Overview

The Capital Lease process begins when a Department needs to enter a Capital Lease into AFIS in order to
secure a Fixed Asset. This is done through the integration of the Debt Management Module and the
Fixed Assets Module within AFIS. After the user processes the Lease Setup document and establishes a
Debt ID, they will enter that Debt ID on the Fixed Asset Acquisition document. Finally, periodic batch
jobs are run to accrue, amortize, or reclassify current and long-term debt.

Debt Management is a large functional area within AFIS consisting of documents for the definition and
maintenance of debt, inquiry pages to view that debt, and automatic processes to perform accounting
for that debt. This functional area is tied into almost every other functional area within AFIS through the
use of a Debt ID, which is very similar to a Chart of Accounts (COA) code in many respects.

Debt Management is structured into two hierarchical levels: Authorizations and Debt Instruments. Use
of the Authorization level is not optional, but the amount of information required at that level is minimal
with many of those fields having default values.

The Debt Identification Number (DEBT ID) will be entered on the Fixed Asset Acquisition (FA) document
to keep track of running balances on the Debt Instrument Registry. A DEBT ID is required for FA
documents processed with an even type of LS23.
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10.1. Lease Overview

Lease functionality starts with two determinates: the Major Type of Lease and the Lessor/Lessee
Indicator. These two fields result in four different sub type combinations for leases, which are delivered
as Debt Type codes (parenthetical codes below).

All Fixed Asset documents have a Debt ID field. Those asset documents with Accounting Lines have Debt
ID to record how the construction or purchase of an asset was funded. Component lines also have a
Debt ID to link a leased asset in Fixed Assets to a Lease in Debt Management. The Fixed Asset
Accounting Journal (JFAAJ), Fixed Asset Component Journal (JFACJ), Fixed Asset Component Registry
(FARCOMP), and Fixed Asset Accounting Registry (FARACTG) have had Debt ID added for inquiry and
reporting purposes.

Lease schedules can be generated the following ways:
= Downloading an excel file, filling it out appropriately, attaching it, importing the file, and then
generating the schedule.

= Specifying the terms on the LEASES document and then generating the schedule.

The Debt Management area’s functionality will handle the management and accounting associated with
both Operating leases, and Capital leases. Depreciation on Capital Lease assets is handled by Fixed
Assets and not within the Debt Management area of AFIS.

The different types of leases and possible scenarios are listed below.
= Capital as Lessee -a lease meeting one or more capital criteria from an external lessor
(vendor) with you as the lessee.
= Operating Lease as Lessee — a lease not meeting the capital criteria from an external lessor

(vendor) with you as the lessee.

Debt Type

The Debt Type (DEBTTYPE) page allows you to establish Debt Types that must be assigned to debt
authorizations and debt instruments. A Debt Type not only provides classification for reporting and
workflow purposes but it provides all major characteristics necessary for proper accounting treatment
and Debt Document editing.

Each Debt Type record must be assigned to one of the three values in the Major Type of Debt field. This
assignment allows documents in Debt Management to present (and edit) only Debt Type values that
match the Major Type of Debt of the document.
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The Debt Type page contains the following sections:

General Information — This section defines the Major Type of Debt (Bond, Lease or Loan) and
establishes the unique identification for the Debt Type record.

Loan Controls — This section defines the various event types and control fields necessary for
automatic loan accounting. This section can only be populated if the Major Type of Debt field
in the General Information section is Loan.

Bond Controls — This section defines the various event types and control fields necessary for
automatic bond accounting. This section can only be populated if the Major Type of Debt field
in the General Information section is Bond.

Lease Controls - This section defines the various event types and control fields necessary for
automatic lease accounting. This section can only be populated if the Major Type of Debt field
in the General Information section is Lease.

Debt Type
Major Type of Debt  Debt Type Hame Short Name
v Bond CAS Capttal Apgeociation Bond Capital Apc
Lease CAPALSE Capital Lease as Lessee Cap Lease Lse
Bond CCAB Convertible Capital Appreciation Bond Cav Captal Ape
Bond CPN Coupen Bond Coupon
Loan EXTBWR Extemal Loan as Boerower Ext Loan
Loan EXTLDR  Extemnal Loan 38 Lender Ext Loan Lndr
Loan INT Intemal Loan Int Loan
Lease OPRASE Operatmg Lease as Lessee Ogpr Lease Lse
Bond SAB Sell Amorti@ing Bonds Self Amontizing
Bond VRS Vanabie Rate Bond Vanable Rate
Furst Prev Naxt Last
Sae Undo Delete Insent Copy Paste Seach @0
¥ General Information
‘Major Type of Debt : [P:;G——v- Description : A bond on which the isvestment
oo Type: crs T s e
"Name : Cacital Appreciation Bond compounded rate until maturity
*Short Name : Cacitat Ace External Tracking Field 1 Name :
External Tracking Field 2 Name :
External Tracking Field 3 Name :

10.2. State Process Overview

The steps below describe the statewide process for entering a capital lease. Your Department may have
additional requirements. This process is referenced in To Be ID AM-TB-013 and represented by Figure 20

below.

1.

250

Department identifies the need to enter into a Capital Lease to secure a Fixed Asset. The
Debt Management Module — Capital Lease as a lessee contains fields to capture the Fixed
Asset Number and Fixed Asset Component Number. The Fixed Asset Acquisition contains a
field within the Chart of Accounts elements to capture the Debt Identification Number (DEBT
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ID). During the life of the Debt Instrument, running balances are visible on the Debt
Instrument Registry. On a periodic basis during the year, batch processes produce the
appropriate records to accrue, amortize, or reclassify current and long-term debt.

The Department is responsible for creating a Lease Setup (LEASES) document within the Debt
Management Module. Any supporting documentation may be attached to the document at
this time. Upon completion of the data entry the LEASES document is submitted and routed
for approval. Refer to DBT-TB-001 for instructions.

The Department will create the FA document. Refer to AM-TB-001 for instructions.

Note: The Debt ID is to be included on the asset.

4.

The Department is responsible to update the Debt Management Module with the asset
information.

On a periodic schedule, automated accounting within the Debt Management module is
performed by a series of chain jobs:

= Debt Accounting — records lease expenses for capital leases.

= Long Term Account Reclassification — moves the amount of long term
receivable/payable for a new year into a current account.

Figure 20: Create Capital Lease Asset (AM-TB-013)
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10.3. Lease Setup (LEASES) Document Components

The Lease Setup (LEASES) document allows the creation of capital leases, operational leases, and lease
authorizations. The LEASES document cannot be modified or cancelled once it has been submitted.
Instead, a Lease Modification (LEASEM) document is required to change or cancel what was created by
the LEASES. The LEASEM often adds new leases to a lease authorization created on the LEASES. Refer to
Component 10.5, Modify Capital Leases.

Only one authorization can be created on a document. That can be the only activity, or there could be
one or more leases created along with the authorization. With the most common scenario being a 1:1
authorization to lease relationship, the Authorization component requires two main fields:
Authorization Debt ID and Debt Type.

When a LEASES document goes to final there are three possible pages updated: Lease Authorization
(LSAUTH), Lease Registry (LEASE), and the Lease History (LSEHIST). The LEASE page is not always
updated, as the LEASES document does not always require a lease record.

There are thirteen components found on the Lease Setup (LEASES) document in the secondary
navigation panel. Each is broken down into various sub components (tabs) that contain groups of
related fields.

LEASES Header Component

This component records general information about the document. The fields on the Header do not
update the Lease Registry page.

Leaze Setup(LEASES) | Dept: 101 ID: 201500000008 Ver: 1 Function: New Phase: Final =
Document Navigator ] “ |

Header
Authorization
Authorization COA - o i

[N ETE TR (BT Extended Description | Document Information
Authorization Alerts
Debt Instrument e il
Lender/Lessor Infermation

Record Date: B3

Lender/Lessor COA
Borrower/Lessee Information LTS PR e i
Borrower/Lessee COA

Schedule

Schedule Details

Debt Costs

Debt Instrument Alerts

This section records general information about the document. The fields on the Header do not update
the Lease Registry page.
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LEASES Authorization Component

This component records identification, control, and reporting information for a single lease
authorization; defining the authority for establishing the current and any future leases along with other
reporting and control settings. This is a required component for the Lease document, yet this
component may be created with very little detail. Only one record is allowed on this component. If an
existing Authorization Debt ID is entered on this component, the document will issue an error as the
LEASEM should be used instead to modify a lease authorization.

N ERG ek Reporting Information | Related Authorizations

Authorization Debt ID: 104 3/11/2015 Authorization -
Description: =

Auto Generate ID: [
Authorization -
Extended
Description:

Authorization Name: 104 3/11/2015 g

Authorization Short 101 3/11/2015

armes Generate [/

Authorization Status: | Active AuAthoriz?iOn
ccounting:
Responsible 194 il .
Department: — Contact Code: $|
Authorization Date: g3/11/2015 A

Authorization Start p3/11/2015 B
Date:

Authorization End  g3/11/2015 sz
Date:

Authorized Amount: $100,000.00
Exercised Amount: $100,000.00

Remaining Amount: $0.00

This section records identification, control, and reporting information for a single lease authorization;
defining the authority for establishing the current and any future leases along with other reporting and
control settings. This is a required section for the Lease document, yet this section may be created with
very little detail. Only 1 record is allowed on this section. If an existing Authorization Debt ID is entered
on this section, the document will issue an error as the LEASEM should be used instead to modify a lease
authorization.

LEASES Authorization COA Component

This component records COA for authorization accounting or informational purposes. If the Debt Type
selected for the authorization does not have an Authorization Accounting Event Type set up or the
Generate Authorization Accounting flag is unchecked then no records are required.

ENEEIRD TG0 Fund Accounting | Detail Accounting ﬂ

Percentage: 100.0000 Line Description: -

Accounting i |
Template:

Event Type: L501
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* This section records COA for authorization accounting or informational purposes. If the Debt
Type selected for the authorization does not have an Authorization Accounting Event Type set
up or the Generate Authorization Accounting flag is unchecked then no records are required.

* Alimited amount of COA editing occurs so knowledge of what is needed for authorization
accounting is necessary. Codes are edited for being valid, active, and effective while those
COA Required Element and Combination Validation pages that can be edited are also read. All
inferences and other edits will not take place until the first accounting for the authorization
takes place.

LEASES Authorization Alerts Component

Optional component that records email alerts scheduled for an authorization. This component records
email alerts scheduled for an authorization. This component is optional. Records update the Record-
Specific Alerts (RSALRT) page. Any maintenance needed must be done directly on RSALRT.

LEASES Debt Instrument Component

This component records identification, control, and reporting information for one or more leases. A
limited number of fields are required for a record with the others being optional reporting
information. Among the most critically required fields are the Debt Instrument Status, Issue Date,
Principal, Record Initial Accounting, and Debt Type. The Lessor/Lessee Indicator and the Major Type of
Lease are inferred from the Debt Type chosen and control the requirement of lessor and lessee
information.
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Two fields of particular interest are the optional Fixed Asset Number and Fixed Asset Component
Number fields allow you to tie the Debt Management record with a Fixed Asset record. If the Fixed
Asset Number and Component Number exist at the time of the lease (common when the State is the
lessor) then the asset information can be entered on the lease document. However, when the State is
the lessee, the lease document will likely precede the Fixed Asset document. In which case, you can
enter a LEASEM once the asset information is known or you can enter the Debt ID of the lease on the
Fixed Asset (FA) document recording the leased asset (at the component part or on the accounting
section, reference tab).

b S =1 ine Humbe
e I RN anENUDGLIM Reporting Information | Related Debt

Debt1D: 104 3/11/2015 Fixed Asset Number: ﬁ

Auto Generate ID: [ Fixed Asset
Component Number:

g

Debt Instrument 101 3/11/2015
Name: - Debt Instrument
Description: -
Debt Instrument 104 3/11/2015
Short Hame: Debt Instrument
Extended

Debt Instrument | Active Lease Description:

Status:

Responsible g9 ﬁ

Department: Contact Code:

lig

LessoriLessee Lessee
Indicator:

Major Type of Lease: Capital
Issue Date: (3/11/2015 B

Record Initial [
Accounting:

Principal:  100,000.00

Principal Scheduled $100,000.00
& Paid:

= This section records identification, control, and reporting information for one or more
leases. A limited number of fields are required for a record with the others being optional
reporting information. Among the most critically required fields are the Debt Instrument
Status, Issue Date, Principal, Record Initial Accounting, and Debt Type. The Lessor/Lessee
Indicator and the Major Type of Lease are inferred from the Debt Type chosen and control the
requirement of lessor and lessee information.

= you to tie the Debt Management record with a Fixed Asset record. If the Fixed Asset Number
and Component Number exist at the time of the lease (common when the Advantage Site is
the lessor) then the asset information can be entered on the lease document. However, when
the Advantage Site is the lessee, the lease document will likely precede the fixed
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LEASES Lender/Lessor Information Component

This component records information for the internal or external lender/lessor. Only one record is
allowed on this component and that record is automatically created by AFIS.

=  When the Lessee/Lessor Indicator is Lessee, then only an external Vendor Code (bank or other
financial institution) and an Address ID (payment type) are required (any default address can
be inferred). The inferred address can be changed as long as the Address Type is Payment. A
miscellaneous vendor is not allowed to be the lender.

=  When the Lessee/Lessor Indicator is Lessor, then this component is not required.
[ Llenderlessorinformaton |

Vendor Code: vCOooo0000151 ﬁl Disbursement 3I
Category:

ICIC] BANK
Disbursement il

Priority:

Address ID: Ap0o0q ﬁl

Disbursement ﬁl
Format:

Handling Code: ﬁl

Single Payment: [
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LEASES Lender/Lessor COA Component

This component records one or more COA strings and an associated percentage for the lender that will
be used by Debt batch programs. Type of Payment is the most critical field on this component. If all
accounting should use the same string(s) then the ‘All’ value is used. If one type of accounting should
use different COA, then ‘All’ cannot be used and there has to be a record for each Type of Payment that
will be used (see Schedule).

Note: If the State is a Lessor then the Lessor COA component is filled out. If the State is the Lessee then
the Lessee COA component is filled out.

ELEE BT Fund Accounting | Detail Accounting ﬂ

Type of Payment: Bank: 4
Percentage: Line Description:
Accounting ﬁ .
Template:

Infer COA From IVAD: [~

This section records one or more COA strings and an associated percentage for the lender that will be
used by Debt batch programs. Type of Payment is the most critical field on this section. If all accounting
should use the same string(s) then the All value is used. If one type of accounting should use different
COA, then All cannot be used and there has to be a record for each Type of Payment that will be used
(see Schedule). The Debt tab of the Special Accounts (SPEC) page contains default object and revenue
COA so these codes are not necessary on a Lender/Lessor COA record unless the SPEC values need to be
overridden.

= Alimited amount of COA editing occurs so knowledge of what is needed for various
accounting events is necessary. Codes are edited for being valid, active, and effective while
those COA Required Element and Combination Validation pages that can be edited are also
read. All other edits will not take place until the first accounting for the lease takes place.

= Arecord is not allowed on this section if the Lessee/Lessor Indicator is Lessee. A record is
required on this section if the Lessee/Lessor Indicator is Lessor. That record reflects the COA
used for recording revenue. Even if manual or interfaced accounting is done for payments
and initial accounting, a record is still required for other accounting done automatically.

= The Generate Lines action assists with data entry by doing the following:

LEASES Borrower/Lessee Information Component

This component records information for the internal or external borrower.

= This section records information for the internal or external borrower. More than one record
is allowed in this section.

= When the Lessee/Lessor Indicator is Lessor, then only an external Customer Account (external
borrower) and an Address ID (billing type) are required (any default address can be
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inferred). The inferred address can be changed as long as the Address Type is Billing. A
miscellaneous customer is not allowed to be the borrower/lessee.

When the Lessee/Lessor Indicator is Lessee, then this section does not have to be
populated. If a Customer Code is specified it must be an internal one to record the internal
party that took the lease. Although not required, this information can provide more details
than found in the Borrower COA information.

LEASES Borrower/Lessee COA Component

This component records one or more COA strings for the borrower that will be used by Debt batch
programs. The COA string can be specified by payment type.
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This section records one or more COA strings for the borrower that will be used by Debt batch
programs. Type of Payment is the most critical field on this section. If all accounting should
use the same string(s) then the All value should be used. If one type of accounting should use
different COA, then All cannot be used and there has to be a record for each Type of Payment
that will be used (see Schedule). The Debt tab of the Special Accounts (SPEC) page contains
default object and revenue COA so these codes are not necessary on a Borrower/Lessee COA
record unless the SPEC values need to be overridden.

A limited amount of COA editing occurs so knowledge of what is needed for various
accounting events is necessary. Codes are edited for being valid, active, and effective while
those COA Required Element and Combination Validation pages that can be edited are also
read. All other edits will not take place until the first accounting for the lease takes place.

A record is required on this section if the the Lessee/Lessor Indicator is Lessee. That record
reflects COA used to record expenditures. This section is prohibited when the Lessee/Lessor
Indicator is Lessor. Even if manual or interfaced accounting is done for payments and initial
accounting, a record is still required for other accounting done automatically.

The Reference tab allows the recording of an encumbrance that reserves budget availability to
cover lease payments. COA between the referenced document lines and that of the Borrower
COA lines should follow precedence rules.

On Lease documents, any document entered must be a valid document in the ABS or PO
Document Types. If the referenced document is final, there will be no error. If the referenced
document is valid but there is not a version with a Document Phase of Final, then an override
error will be issued. The procurement professional or lease manager will override the error
and submit the Lease document. The procurement professional will then enter the Debt ID
for the lease on the encumbrance document and submit the encumbrance. If for some reason
steps are not followed in this manner, the encumbrance document can be modified later and
a Lease Modification document can be processed to add the referenced document
information.

While the Purchase Order could have multiple commodity lines, it is strongly recommended
that the number be kept low as data entry on the Lessee COA document component becomes
complex with more than one commaodity line. For each commodity line and accounting line
combination there would have to be a different Lessee COA record with a Percentage set to
match the commodity and accounting line’s share of the total encumbrance.

The Generate Lines action assists with data entry.
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LEASES Schedule Component

This component records identification, control, and reporting information about one or more sets of
detail records that outline a payment and possibly an amortization plan for a lease. A schedule is always
required and multiple schedules are allowed for evaluation purposes, but only one can be marked as the
Selected Schedule.

= The Generate Schedule action generates Schedule Detail records based on values entered on
the Schedule. This action performs many steps.

= The Get Template action provides a formatted Excel spreadsheet for uploading Schedule
Detail records. This template should be used as the starting point for any file selected in the
Import Details field. When another tool is used besides the Generate Schedule action to
define the schedule, data from that tool is then transferred to this template.

= The Import Details action imports the file in the Import File field.

Note: Attaching files by the same name to the schedule is not recommended as the system will select the
first attached file when there are multiple files with the same name.

= The fields on the Schedule Details Summary component are automatically calculated upon a
Validate or Submit action.

%

= List View
L EYETRN G EN LI Terms | Schedule Details Summary ﬂ
Schedule Type: | Amortized Payment Selected [~ Reporting
Schedule: Field 1:
Schedule Name: -
il Manual [
Payments/Billing: Reporting
Schedule Shorl. Generated [7 Field 2:
I Schedule:
Schedule - "
Reportin
Description: - r‘;ielda‘g'
Import File: i vl
Reporting
Field 4:
Reporting
Field &:

LEASES Schedule Details Component

This component records the details of one or more planned payment schedules and any amortizations
necessary. This data drives automatic processing for payments/billings, accruals, and year end
processing. You can add records to the Schedule Details component in multiple ways:

= Use the Insert New Line action to manually insert records. Populate all required fields.

»= Use the Import Details action on the Schedule component to upload from a spreadsheet
specified in the Import File field on the Schedule component.
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*= Use the Generate Schedule action on the Schedule component to generate Schedule Detail
records based on values entered on the Schedule component.

= Use either method for creating multiple lines and then modify, delete, or add records as

necessary.
Schedule Line Scheduled Date Net Payment Unpaid Principal Proces=zed On
1 03152015 $1,526.01 398 529 55
2 0415/2015 2188712 207,052 97
3 05152015 5188712 £05,570.24
4 06152015 5188712 £04 08133
5 07HM52015 £1,887.12 §02,585.22
3 08152015 5188712 $91,084.538
T 09152015 5188712 $89,577.28
] 10152015 5188712 $58,063.40
] 11152015 5188712 $06,543.21
10 12152015 5188712 $55,016.69

From 1 to 10 Total: 10+ Neaxt Last Go to line: Go

General Information ﬂ

Schedule 1 Principal: Gross Payment: 31,525.01
Number: $1,470.45

Net Payment: 31 525.01
Schedule Line: 1 .
AT Unpaid Principal: 598 523 55

Scheduled Date: (3/15/2015 =] $55.56

Processed On: Other Amount 1:

LEASES Debt Costs Component

Optional component that records the costs of entering into a lease or other amounts for tracking
purposes.

LEASES Debt Instrument Alerts Component

Optional component that records email alerts scheduled for a lease.

10.4. LEASES Data Entry

Some of the LEASES document components require information and/or verification. This topic describes
the data entry requirements for LEASES documents. To create a LEASES document, use the Document
Catalog.

LEASES Authorization Component

The following fields must be completed on the General Information tab of the Authorization
Component.
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= Authorization Debt ID (required — if Auto Generate ID is not selected)
=  Auto Generate ID (required — if Authorization Debt ID is not entered)
= Authorization Amount (required)

= Authorization Name

= Authorization Short Name

= Authorization Status (defaults to — Ready To Exercise)

= Responsible Department

= Authorization Start Date

LEASES Authorization Component - Reporting Information Tab
= Debt Type (required — Capital Lease as Lessee)

LEASES Authorization COA Component

On the Fund Accounting tab the following COA fields are required:

=  Fund

LEASES Authorization Alerts Component

Optional component that records email alerts scheduled for an authorization. On the General
Information tab of the Authorization Alerts component select Insert New Line, and enter the following
information:

= User ID (required — if Contact Code is not entered)
= Contact Code (required — if User ID is not entered)
=  Email Title
=  Email Text
= Alert Date

Note: if any alerts are to be generated AFIS will automatically send the emails out on the alert date.

LEASES Debt Instrument Component

This component records identification, control, and reporting information for one or more leases. On
the General Information tab, enter:

=  Debt ID (required — if Auto Generate is not selected)

=  Auto Generate ID (required — if Debt ID is not entered)
= Debt Instrument Name

= Debt Instrument Short Name

= Debt Instrument Status (required — Active Lease)

=  Responsible Department

=  Select Record Initial Accounting (Recommended)
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= |ssue Date
=  Principal

| Note: The Lessor/Lessee and Major Type of Lease indicator fields were populated.

LEASES Lender/Lessor Information Component

This component records information for the internal or external lender/lessor. On the General
Information tab in the Lender / Lessor Information and enters the following information:

= Vendor Code
=  Address ID

LEASES Borrower/Lessee Information Component

This component records information for the internal or external borrower. On the General Information
tab enter:

= Customer Code
=  Address ID

LEASES Borrower/Lessee COA Component

On the General Information tab of the Borrower Lessee Information COA enters the following
information:

= Bank (required)
=  Type of Payment (required — defaults to ALL)
=  Percentage (must total up to 100)

LEASES Borrower/Lessee COA Component — Fund Accounting Tab

=  Fund

= Department
= Unit

= Appr Unit

=  Object

LEASES Schedule Component

On the General Information tab, enter:

= Schedule Type (required — Amortized Payment)
= Selected Schedule (required — Checked)
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LEASES Schedule Component - Terms Tab

10.5.

Interest Rate (required)

Frequency (required)

Number of Payments (required)

Day of The Week (depends on Frequency)

Date of The Month (depends on Frequency)

Payment Month (depends on Frequency)
Schedule Start Date
Down Payment Amount (optional)

Entering a Capital Lease Asset

The Lease Setup (LEASES) document allows the creation of capital leases, operational leases, and lease

authorizations. The LEASES document cannot be modified or cancelled once it has been submitted.

AcTivity 10.5
Create a Capital Lease Asset

Scenario

Create a Capital Lease debt instrument for $100,000, which will be used to purchase a capital asset.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Create a LEASES document from the Document Catalog.

No vk wnN

Click Search from the Secondary Navigation Panel.

Click Document Catalog.

Click Create.

In the Code field, enter LEASES.

In the Dept. field, enter your student data card information.
Check the Auto Numbering check box.

Click Create.

B. Complete the General Information tab in the Authorization component.

1.

When the document is created, a new Document ID is generated. The document is shown as
Ver: 1, Function: New, Phase: Draft.

From the Secondary Navigation Panel, select the Authorization component.

In the Authorization Debt ID field, enter your Department and current date.

In the Authorization Name field, enter your Department and current date.
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In the Authorization Short Name field, enter your Department and current date.
From the Authorization Status drop down, select Active.

In the Authorization Date field, enter today's date.

In the Authorization Start Date field, enter today's date.

L 0 N

In the Authorization End Date field, enter today's date.
10. In the Authorization Amount field, enter 100,000.
11. Verify that the Generate Authorization Accounting checkbox is checked.

Lease Setup(LEASES) | Dept: 101 ID: 201500000006 Ver.: 1 Function: New Phase: Draft -

Document Navigator X Authorizati
Header i . . R -
L TR (b Uil Feporting Information | Related Authorizations

Authorization
Authorization Debt I1D: | 101 3/11/2015 Authorization
Description:

Authorization COA

Authorization Alerts Auto Generate ID: [
Authorization

Debt Instrument Authorization Name: | 101 3/11/2015 - Extended Description:

Lender/Lessor Information

Lender/Lessar COA Authorization Short | 101 3/11/2015

e Generate [V

Borrower/Lessee Information Authorization

Authorization 5tatus: Active - —
Borrower/Lessee COA Accounting:
Responsible | 101 4| -
Schedule e = Contact Code: |
Sehedule Detalls Authorization Date: | 2/11/2015 =
Debt Costs
Authorization Start | 3/11/2015 i)
Debt Instrument Alerts Date:
Authorization End | 3/11/2015 ]
Date:

Authorized Amount: | 100,000

Exercised Amount: 50.00

Remaining Amount: $0.00

C. Complete the Reporting Information tab in the Authorization component.

1. Click the Reporting Information tab.
2. From the Debt Type pick-list, select CAP-LSE (Capital Lease as Lessee).

ed Authorizations

Debt Type: | CAP-LSE &

Capital Lease as Lessee

D. Complete the Fund Accounting tab in the Authorization COA component.

1. Click the Open Document Navigator (small arrow on left side) to switch to Document
Navigator mode.

2. Select the Authorization COA component.

3. Click the Fund Accounting tab.
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4. Inthe Fund field, enter your student data card information.
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Ceneral Information |RETLTE eI l1il 1]
Fund: 5001
Sub Fund: ﬁl
Department: |
unit: |
Sub Unit: a |
Appr Unit:

Detail Accounting

ﬁl Object:
Sub Object:

Revenue:

Sub Revenue:

BSA:

il Sub BSA:

DBSA: A

Sub OBSA: |
Dept Object: A |
Dept Revenue: A |

Complete the General Information tab of the Debt Instrument component.

1. Click Debt Instrument.
2. Click Insert New Line.
3.

4,

5.

6.

7.

8.

9

10. Click Save.

In the Debt ID field, enter your Department and current date.
In the Debt Instrument Name field, enter your Department and current date.

In the Debt Instrument Short Name field, enter your Department and current date.
From the Debt Instrument Status drop-down, select Active Lease.

In the Responsible Department field, enter your student data card information.

In the Issue Date field, enter today's date.
. Inthe Principal field, enter 100,000.

11. Verify that the Lessor/Lessee Indicator and Major Type of Lease were populated.

(LN LGl EL M Reporting Information || Related Debt

Debt ID: | 101 3/11/2015
Auto Generate ID: [

Debt Instrument
Hame:

101 31172015

Debt Instrument | 101 3/11/2015

Short Name:
Debt Instrument Active Lease
Status:
Responsible | 101 ﬁl
Department:

Lessor/Lessee Lessee
Indicator:

Major Type of Lease: Capital
Issue Date: | 03/11/2015 ]

Record Initial [»
Accounting:

Principal: | $100,000.00

Fixed Asset Humber:

Fixed Asset
Component Number:

> Debt Instrument
Description:

Debt Instrument
Extended Description:

Contact Code:

Complete the General Information tab in the Lender / Lessor Information component.

1. Click Lender/Lessor Information.
2. From the Vendor Code pick-list, select VC0000000151.
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3. From the Address ID pick-list, select AD0OO1.

Vendor Code: wCO000000151

Disbursement
Category:

B &

Address ID: | AD00A [
Disbursement ‘ﬁ‘|

Priority:
Disbursement Format:

&
Handling Code: 4|

Single Payment: |

mplete the General Information tab in the Borrower/Lessee COA component.

1. Select the Borrower/Lessee COA component.

2. From the Type of Payment drop-down, select Principal.
3. Inthe Percentage field, enter 100.

4. From the Bank pick-list, select BKO1.

[ BorrowerlesseeCOA Line Number: | Percentage: 1000000 9

= List View
ELETETRL gL Fund Accounting | Detail Accounting | Reference ﬂ
Type of Payment: Principal - Bank: | BK0A ﬁl
Percentage: | 100.0000 Line Description: &
Accounting Template: 4| -

H. Complete the Fund Accounting tab in the Borrower/Lessee COA component.
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1. Click the Fund Accounting Tab.

In the Fund field, enter your student data card information.

In the Department field, enter your student data card information.
In the Unit field, enter your student data card information.

In the Appr Unit field, enter your student data card information.
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6. Inthe Object field, enter 8611.

General Information Detail Accounting | Reference
Fund: | 5001 4| Object: | 2511 4|
Sub Fund: | Sub Object: 4|
Department: 101 3 | Revenue: ﬁ |
Unit: | 0101 4k | Sub Revenue: |
Sub Unit: 4k | Dept Object: 4|
Appr Unit: | 1010000 | Dept Revenue: 4|

I. Returnto the General Information tab in the Borrower/Lessee COA component.

1. Select the General Information tab.

Click the Insert New Line button.

From the Payment Type drop-down, select Interest.
In the Percentage field, enter 100.

From the Bank pick-list, select BKO1.

| BorrowerlesseeCOA  LineNumber: 0 Percentage: 1000000 |

vk wnN

Line Humber Percentage Type of Payment
1 100.0000 Principal T
0 100.0000 Interest T
From 1 to 2 Total: 2 Go to line: Go

= List View
LN CIEIN G ENGO Fund Accounting | Detail Accounting || Reference ﬂ

Type of Payment: Interest - Bank: | BKO1 ﬁl
Percentage:  100.0000 Line Description: &
Accounting Template: ‘ﬂ‘l L

J.  Complete the Fund Accounting tab in the Borrower/Lessee COA component.

1. Click the Fund Accounting tab.

In the Fund field, enter your student data card information.

In the Department field, enter your student data card information.
In the Unit field, enter your student data card information.

vk wnwN

In the Appr Unit field, enter your student data card information.
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6. Inthe Object field, enter 8621.

General Information Detail Accounting | Reference
Fund: | 2001 4 Object: | 2521 4
Sub Fund: 4| Sub Object: 4|
Department: | 101 i | Revenue: i |
Unit: | 0101 il Sub Revenue: il
Sub Unit: 4| Dept Object: 4|
Appr Unit: 1040000 il Dept Revenue: il

K. Complete the General Information tab in the Schedule component.

L. Co
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1. Click Schedule.
2. From the Schedule Type drop down, select Amortized Payment.
3. Check the Selected Schedule checkbox.

LT IRl ap LM Terms | Schedule Details Summary

Schedule Type: Amortized Payment Selected |v Reporting Field
Schedule: 1:

Schedule Hame: -
- Manual [ Reporting Field
Payments/Billing: Z

Schedule Short

Name: Generated [ Reporting Field

Schedule: X

Schedule - - ;
Description: v Reporting FIET.
S & Reporting Field
5:

mplete the Terms tab in the Schedule component.

1. Click the Terms tab.

In the First Payment Interest Rate field, enter 5.

In the Interest Rate field, enter 5.

From the Frequency drop down, select Monthly.

In the Number of Payments field, enter 60.

From the Date of Month drop down, select 15.

In the Schedule Start Date field, enter today’s date.

Select the Related Actions button, located in the lower right hand corner.
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General Information Schedule Details Summary

Debt Terms: & Other Amount 1: | 50.00

Principal: | $100,000.00 OHier A nounl M

Fixed Interest Schedule Generation

Payment Amount: Action 1
First Payment Interest | 5.0000% Other Amount 2: | 50.00

Rate:
Other Amount 2 Name:
Interest Rate: | 5.0000%

Schedule Generation

Frequency: Monthly - Action Z:
Number of Payments: |0 Other Amount 3: | 50.00

Day of Week: - Other Amount 3 Hame:

Date of Month: 15 - Schedule Generation

Action 3:

Payment Month: -
Other Amount 4 | 20.00
Schedule Start Date: | 02/11/2015 =
Other Amount 4 Name:
Firgt Payment Date:

=3 Schedule Generation

Maturity Date: [ Action 4
Amartization - Other Amount 5 | 50.00

H save | =5 Undo | [24 Insert New Line | [24 Insert Copied Line | Ef Edit with Grid |

Related Actions =

m

=

M. Navigate to the Schedule Details component and review the populated payment schedule.

1. Click Schedule Details from the Secondary Navigation panel.
2. Review the populated payment schedule.

— . .

Schedule Line Scheduled Date Net Payment Unpaid Principal Processed On
1 03/15/2015 $1,526.01 $88,529.55 (L}
2 04/15/2015 $1,887.12 $87,052.97 m
3 05152015 §1,837.12 $85,570.24 W
4 06/15/2015 31,887.12 584,081.33 (i)
5 07A5/2015 $1,887.12 592,586.22 )
6 08/15/2015 $1,887.12 $81,084.88 [
7 09/15/2015 51,887.12 $88,577.28 L
8 10M5/2015 $1,837.12 £38,063.40 W
g 11152015 $1,887.12 £86,543.21 (i)
10 121572015 $1,887.12 $85,016.69 [}
From 1 to 10 Total: 10+ M ﬂ Go to line: ﬂ

3. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in

the upper left corner of the screen: "Document validated successfully.”

4. Click the Submit button to submit the document for approval after all errors are resolved. If

the submission is successful, the following message displays in the upper left corner:

“Document submitted successfully.”

N. Navigate to the Lease Registry (LEASE) and review the lease information.
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In the Jump to field, enter LEASE.
Click Go. The LEASE table opens.
Click Search.

o v ks wnN e

Click Ok.

In the Responsible Department field, enter your student data card information.
In the Debt ID field, enter your Department and current date.

101

Responsible Department : ﬂ
Authorization Debt ID :
DebtID: 101 3M1/2015

Debt Instrument Hame :

Debt Type :

Ok Clear Cancel

2

2

Debt Instrument Status :
LessoriLessee Indicator :
Major Type of Lease :
Fixed Asset Number :

7. Click the downward facing arrow just below the grid to expand all sections.

Closs Lezss Rapglstry
« Dabt Instrumant
Seneral inmrmatkn Dbt Instrument

REporing INrmation
swtnonzation Debt I

~ 101 311205
First Prev hed Last

Felated Debi Instruments
Schedule Detalls Summary

Landen/Less0r Infonmation
bk

—
LanasrLessor COA ==

Eorrowar/Lessas Information
BorrowsriLassss COA
Schaduls

Scheduls Detalls

Dbt Costs

Dbt 1D

ARachmeants

# General Information
Dt IO
Dbt Instrument Mamea -

Dbt Instrument Short Mams
Debt instrument Status @[

Responsinis Departmant @ 4,
Less0nLessss Ingicator ©

| Ma]or Typs of Leassa

Dbt Instrument Mams  Dsbt instrumsnt Ststus Dsbt Typs Principat

101 3112015 101 3112015

©01 3112015

101 312ms5

1M 312ms5

112015

ssws Dats
Principal = 510000000
{ Total Debt Costs - 5700
Authonzation Debt 1D © 5 3412015
Asuthorization Mame :
Record Inftial Accounting - =

Initial Accounting Recordasd Date -
Last Long Tsrm Account Recizss
Last Accrusl Fy :

Last dccrual APD

P Reporting Information
bk Related Debt Instruments

b Schedule Details Summary

og

Modify Changs Sttus

® pie

# Aumorizaiion ;.E-; Isiry

# D Hislary

ACIhE Legse CAP-LSE  5100,000.00

Debt instrument Description

: Dbt Instrument Extended Description :

Fixad Assst Numibsr

Fixed Asset Componant Numbsr :
Contact Cods :

Contact Parson :

Emeall :

Phons :

Fhons Ext :

&

Unpasd Principal
5100,000.00

8. Click Home in the Primary Navigation Panel to return to the Home Page.
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10.6. Research Capital Lease Tables and Inquiries

The common tables and inquiries utilized by users for Capital Leases include:

= Lease Authorization Registry (LSAUTH)
= Lease History (LSEHIST)
= Lease Registry (LEASE)
These tables are updated when users process Debt Management documents in AFIS.

Lease Authorization Inquiry

The Lease Authorization Registry (LSAUTH) page displays the Authorization and Authorization COA
records from processed Lease documents. Updates cannot be made directly to registry data. The Lease
Setup (LEASES), Lease Modification (LEASEM), and Debt Status Change (DEBTSC) documents make all the
additions and modifications to the registry. Certain Debt Management batch programs make minor
updates to the registry for tracking purposes as well as the accounting documents created from those
programs. The Attachments action allows user to create new attachments, modify editable information
on existing attachments, open and review existing attachments, or delete attachments. Once an
attachment is loaded to the registry, all maintenance of that attachment has to be done from the
registry. Lease Modification documents will not bring in any existing attachments into a document with
the Auto Apply action. The archive of a Lease document will not remove the attachment from the
registry.

Cioss Lazss Authorization Reglstry
«  futhorzstion
General nformation Authorzation

Reparting Information
= fwrthorizstion Debt ID - Authorzstion Mame  Authodzstion Ststus  Debt Type  Authorzed Amount  Exerclsed Amount  Remaining Amount
Relsted Auhorizations

=~ 101 312015 101 311205 Acte TAPLEE 310000000 510000000 $0:00
Schedule Detalls Summary First Pray MNet Last  AZ30TMETS
Authorization CO4
Search @B

* Generzal Information
Awthorization Debt D : 191 31112015 surthorization Description :

Authorization Name @ 09 3112015 -
e % suthorizstion Extsndsd Description ©

»

Lwthorzation Short Mame @ 409 3412015
awthorzstion Status o[

Responsibls Department © 5 ey
suthonzation Dats © gzq12015 Ganerate authonzation accounting - =
| suthonzstion start Dats © 5=qq2015 initial Accounting Ganerated Date -
Authorization End Date @ gzq12015 Contact Code :
1 Authorized Amount @ 5100 000 00 Contact Person :
| Exercised amount © 510000000 Emal -
Remaining Amount @ ¢n o Phoins :

Fhonse Ext :

¢ Reporting Information
b Related Authorizations

¢ Schedule Details Summary
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Lease History

The Lease History (LSEHIST) page provides a means to query on, review, and download the debt,

accounting, and budgeting documents that have processed against a Debt ID with Major Type of Debt of

Lease. This page requires a minimum of information be entered before selecting the Browse link:

= A Debt ID must be entered/selected in one of the Debt ID browse fields. Only one Debt ID can
be entered in these fields and wildcard values are not allowed.

= The other browse fields (Created/Updated, Doc Code, Doc Dept Code, and Doc ID) are
optional. Wildcard values and multiple values separated by commas are allowed in these

fields.

= This page contains a Download link that allows for the downloading of selected records from a

search for research purposes.

Lease History

Browse Clear

First Prev Next Last Download

Responsible Department: 151 Ry Created/Updated :
Authorization Debt ID : 2 Doc Code :
Lease DebtD: 1913112015 |4 DocDept Code:
DoclD:
CreatediUpdated Document Document Location
v 03/11/2015 LEASES.101.201500000006 LN-1

e 8

Amount

£100,000.00

Lease Registry

The Lease Registry (LEASE) page displays the Debt Instrument, Lender, Lender COA, Borrower, Borrower

COA, Schedule, Schedule Details, and Debt Costs records from processed Lease documents. The Lease
Setup (LEASES), Lease Modification (LEASEM), and Debt Status Change (DEBTSC) documents make all the
additions and modifications to the registry. Certain Debt Management batch programs make minor

updates to the registry for tracking purposes as well as the accounting documents created from those

programs.

Close

Lease Registry

+ Debt Instrument
General Information
Reporting Information
Related Debt Instruments
Schedule Details Summary.

LenderiLessor
Information

LenderiLessor COA

BorroweriLessee
Information

Borrower/Lessee COA
Schedule
Schedule Details

Debt Costs

~ 101 31112015

Debt Instrument

Authorization Debt ID

First Prev Next Last  Aftachments

Search ¥k
= General Information

Debt 1D :

Debt Instrument Name :

Debt Instrument Short Name :
Debt Instrument Status :
Responsible Department :
LessoriLessee Indicator :
Major Type of Lease :

Issue Date :

Principal :

Total Debt Costs :
Authorization Debt ID :

Debt ID

Debt Instrument Name Debt

Status Debt Type

101 311/2015 104 3112015

101 311172015
101 31172015

101 3111/2015

Capital
03/11/2015
5100,000.00
50.00

101 3172015

Authorization Name :

Record Initial Accounting @

o

Active Lease CAP-LSE

Debt Instrument Description :

~ Debt Instrument Extended Description :

Fixed Asset Number :

Fixed Asset Component Humber :
Contact Code :

Contact Person :

Email :

Phone :

Phone Ext :

Principal
$100,000.00

Unpaid Principal
5100,000.00
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10.7. Modify Capital Lease Asset

The Lease Modification (LEASEM) document allows the modification of a lease or lease authorization
while also allowing for the creation of a new lease under an existing lease authorization. Lease
Authorizations can only be created with a LEASES document. The LEASEM cannot be modified or
cancelled once it has been submitted. Another LEASEM is required if a mistake was made on the first
LEASEM.

When a LEASEM document goes to final there are three possible pages updated: Lease Authorization
(LSAUTH), Lease Registry (LEASE), and Lease History (LSEHIST). The LSAUTH and LEASE pages are not
always updated as the LEASEM does not always have to change both or add a new lease.

A Lease Modification (LEASEM) document can be created and completed by a couple of methods that
are not common to all documents.

= The LSAUTH page has a Modify action that will create a LEASEM with the Authorization and
Authorization COA components completed with data.

» The LSAUTH page has a Create New Debt Instrument action that will create a LEASEM with the
Authorization and Authorization COA components completed with data and place the user on
the Debt Instrument component to create a new lease.

= The LEASE page has a Modify action that will create a LEASEM with data in all components,
except the Alert components are blank.

= The LEASEM document has an Auto Apply action on the Authorization and Debt Instrument
components that allow the entry of the respective Debt ID and the action brings in registry
information to the document.

When processing a LEASEM, you are presented with two columns of data. When records are being
added in the LEASEM, the data in both columns will be blank or have initial default values. Only the
second column will be completed when creating new records. When records are being modified, the
first column is a protected set of ‘previous’ fields displaying what already exists on the registry and the
second column is the same data displayed fields. In some cases the field in the second column will not
allow a change for an existing record with edits.

AcTivity 10.7
Modify a Capital Lease Asset

Scenario
You want to modify the interest rate on the lease from the previous activity.

Setup
v' User is logged into the AFIS Home Page.
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Steps
A. Navigate to the Lease Registry (LEASE).

1. Inthe Jump to field, enter LEASE.

Click Go. The LEASE table opens.

Click Search to open the Search window.

In the Responsible Department field, enter your student data card information.

In the Debt ID field, enter your Department and current date (lease from activity 10.5).
Click Ok.

Click the Modify link at the bottom of the page.

No vk wnN

B. Create a LEASEM document.

1. Inthe Dept. field, enter your student data card information.
2. Check the Auto Numbering check box.
3. Click Create Document.

Create Document

Document Code Document Name Default

~ LEASEM Lease Modification Yes
First Prev Next Last
Document Department Code @ 11

Document Unit Code :
Document 1D :

Auto Numbering : [

Create Document Cancel

C. Go to the Schedule component.

1. Click on the Schedule component.

Uncheck the Selected Schedule box

In the grid at the top, click on the Copy Line feature.
Click the Insert Copied Line button.

HwnN
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5. Check the Selected Schedule box on this new schedule.

| Schedwle  ScheduleMumber: 0 ScheduleMame: -
Schedule Number Schedule Name Selected Schedule Historical Schedule ¥

(]
[

»

1 No No
0 No No

W o7

From 1 to 2 Total: 2

Go to line: Go

m

[T IR (haEL Il Terms || Schedule Details Summary

Previous Schedule Schedule Type: Ameortized Payment n
Type:
Schedule Name:
Previous Schedule -
Name: -

Schedule Short Hame:
Previous Schedule

= List View
F |
-

Short Hame: Schedule Description:
Previous Schedule -
Description: - Import File: $|
Previous Import File: Selected Schedule: |v
Previnns Selected T Higtarical @chadulas hia k. 4
A save | 53 Undo | 24 Insert New Line | [E4 Insert Copied Line | Ed Edit with Grid Related Actions =

D. Go tothe Terms tab in the Schedule component.

1. Click on the Terms tab.

Change the First Payment Interest Rate to 3.75.

Change the Interest Rate to 3.75.

Click on the Related Actions button and select the option, Generate Schedule.
In the grid at the top, make sure that you have selected the new schedule line.

[ Schedue ~ ScheduleMumber: 2 ScheduleMame: |

vk wnN

Schedule Number Schedule Hame Selected Schedule Historical Schedule
1 No No ]
2 Yes No (i}

From 1 to 2 Total: 2

Go to line: Go

= List View
General Information (EEMEN Schedule Details Summary .ﬂ

Previous Debt Terms: Debt Terms: ﬁ‘|

Previous Principal: Principal: | 3100,000.00

Previous Fixed Interest Fixed Interest Payment

Payment Amount: Amount:
Previous First Payment First Payment Interest | 2. 7500%

Interest Rate: Rate:
Previous Interest Rate: Interest Rate: | 3.7500%

Previous Frequency: Frequency: Monthiy -

Previous Number of

Number of Payments: | 50
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Go to the Schedule Details component.

1. Click on the Schedule Details component.

2. Review the schedule details.

Schedule Line

Scheduled Date
0312015
041872015
0SMS2015
06M 52015
07MS2015
0812015
09 15/2015
1W1SZ015
T1MS2015
12M 52015

S S @ kW N

=1

From 1 to 10 Total: 10+

Net Payment

Unpaid Principal

51,558.58 £98,482.11
%1,830.39 $96,959.43
$1,830.39 $95,432.09
1,830,359 $93,899.93
$1,830.39 $92 362 98
$1,830.39 590,821.22
$1,830.39 $89,274.65
%1,830.39 287,723.24
$1,830.39 $86,166.99
1,830,359 584 60587

Next| Last|

Processed On

PEOT PP E O T F

B@Eﬁ@ﬁ@]’@@h@h@@]’@

Go to line:

Finalize the Lease document.

1. Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in

the upper left corner of the screen: "Document validated successfully.”

2. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:

“Document submitted successfully.”

G. Navigate to the Lease Registry (LEASE) and review the lease information.
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1. Inthe Jump to field, enter LEASE.
Click Go. The LEASE table opens.
Click Search.

Click Ok.

No vk wN

In the Responsible Department field, enter your student data card information.
In the Debt ID field, enter your Department and current date (lease from activity 10.5).

Click the downward facing arrow just below the grid to expand all sections.

Close Lease Registry

+ Debt Instrument
General Information Debt Instrument

Reporting Information

Record Initial Accounting : [
Initial Accounting Recorded Date :

Last Long Term Account Reclass @

Authorization Debt ID  DebtlD  Debtinstrument Name Debt Instrument Status Debt Type  Principal  Unpaid Principal
Related Debt Instruments
101 3112015 101 3112015 101 3112015 Active Lease CAP-LSE $100,000.00 $100,000.00
Schedule Details Summary | Firgt prey Next Last  Attachments
Lender/Lessor
Information Search @k
Lender/Lessor COA ¥ General Information
Borrower/Lessee DebtID: g9 3¢11/2015 Debt Instrument Description :
Information Debt Instrument Name : g 3/11/2015 -
BorrowerlLessee COA - DebtInstrument Extended Description :
Debt Instrument Short Hame : 1112
Schedule 4 101 31172015
Debt Instrument Status :| A ctive ease
Schedule Details
1 Responsible Department : 179 2
Debt Costs 2
Lessorilessee Indicator : | | cssee Fixed Asset Number : A
Major Type of Lease :| capital Fixed Asset Component Humber :
Issue Date : 371172015 Contact Code :
Principal : 5100,000.00 Contact Person :
Total Debt Costs * 3700 Email :
Authorization DebtID : {51 3112015 & Phone :
Authorization Name * 191 3/11/2015 Phone Ext :
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8. Click Home in the Primary Navigation Panel to return to the Home Page.

10.8. Run Debt Payment and Billing Job

This chain job consists of a group of jobs that work together to create payment or billing documents that
record the payment or billing for a debt instrument. This chain job will be run for a lease, if the manual
payments/billing option is not selected on the Schedule / General Information section of the LEASE or
LEASEM documents for a Lease.

Once the job has run successfully, it will create a General Accounting Expense (GAX) document for
payments to a lender, or a Receivable (RE) document, for receipts owed from a borrower. This
document can be reviewed by navigating to the Document Catalog.

10.9. Generate Initial Debt Accounting Documents

This chain job consists of a group of jobs that work together to create accounting documents that record
the initial accounting for debt authorizations and debt instruments.

When authorizations and instruments are set up and activated users have a choice to record the initial
accounting manually or allow this chain job to record the accounting. By leaving the Record Initial
Accounting flag checked (true) for the selected debt instrument, the system will automatically generate
documents for a debt instrument. This is the recommended approach.

Once the job has run successfully, it will create a Debt Accounting (DA) document. This document can be
reviewed by navigating to the Document Catalog.

Lesson Summary

In this lesson, you:

Navigated to Capital Lease tables and inquiries
» Created a Capital Lease Asset

= Modified a Capital Lease Asset

= Reviewed the Run Debt Payment and Billing Job

= Reviewed the Generate Initial Debt Accounting Documents process
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Check Your Progress

1. Which field on the FA document links the asset and the lease on the Debt Instrument Registry?

Fixed Asset Number
Debt ID

Asset System Number
Document Description

a 0 T o

2. Lease authorization can only be created with a LEASES document.

a. True
b. False

3. Multiple lease authorizations can be entered on a document.

a. True
b. False
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11. Asset Management Reporting

Learning Objectives

In this lesson, you will review reports available in Asset Management.

Lesson Overview

AFIS includes several reports for monitoring Asset Management.

11.1. Reports

The key reports needed to support the AFIS Asset Management business processes are listed below.
Included with some of the reports are the data elements (prompts) that are available.

AFIS Reports

Mass Depreciation Report — This report generates a listing of the depreciation to be applied
to each selected asset based on the input parameters and each asset’s depreciation
attributes. The report is sorted and summarized by Department and Fixed Asset Type.

FAPR Purge Process Report - This report captures a list of records on the FAPR table where
the Fixed Asset Acquisition Shell document has been successfully submitted or the shell has
been discarded and the Ready To Purge flag is true.

infoAdvantage Reports

FIN-AZ-AM-C048 Transaction Register by Department- This report lists fixed assets by
department.

FIN-AZ-AM-C062 Age of Assets- This report lists all fixed assets for a given department and
asset status and calculates their age by comparing the acquisition date to the current date.

FIN-AZ-FA-N385-Fixed Asset by Type — Detail- The report lists fixed assets and components
according to their fixed asset type. For each fixed asset the manufacturer, serial number,
model number, asset location and value are included in the report. The fixed assets are
grouped by Fixed Asset Type. Totals are generated for Fixed Asset Type.

FIN-AZ-AM-N332 Pending Fixed Asset Shell Transactions by Department - This report
captures Pending Fixed Asset Shell Transactions for FAS Documents not in Final Phase.

FIN-AZ-AM-C049a Fixed Asset Purchases by Department and Funding Source- This report
captures a total amount of fixed asset purchases by department and funding source.

FIN-AZ-AM-C049b Fixed Asset Purchases by Department and Funding Source- This report
captures a total amount of fixed asset purchases by department and funding source.
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FIN-AZ-AM-C050B-Gain/Loss on Disposition of Assets by Fund and Asset Type- This report
captures the Gain/Loss on disposition of Assets by Asset Type, Fund and Location.

FIN-AZ-AM-C053a Fixed Asset Transfers by Fiscal Year- This report captures Fixed Asset
Transfers by Fiscal Year for FS documents.

FIN-AZ-AM-C050a Fixed Asset Dispositions by Asset Type, Fund and Location- This report
captures Fixed Asset Dispositions by Asset Type, fund and Location.

FIN-AZ-AM-C052 Physical Inventory Sheet- This report lists the Fixed Assets and their
locations for use in conducting physical inventory.

FIN-AZ-AM-NO067-Fixed Assets by CFDA number- This report provides fixed assets by CFDA
and other funding sources.

FIN-AZ-AM-N357-Fixed Asset Accumulated Depreciation by Fund- This report provides the
FA accumulated depreciation by Fund and Balance Sheet Account.

FIN-AZ-AM-N341- Disposed Assets by Acquisition Fund- This report includes disposed Fixed
Assets by Department and Fund for the purpose of Federal reporting.

FIN-AZ-AM-C056- Parent Child Relationship by Asset Type- This report provides the parent
child relationship by Asset Type and Locations.

FIN-AZ-AM-N358-Fixed Asset by Location and Sub-Location- This report captures Fixed
Assets by Location and Sub-Location.

InfoAdvantage Baseline Reports:

280

FIN-FA-0001 Fixed Asset Property Accounting Addition
FIN-FA-0002 Fixed Asset by Type — Detail

FIN-FA-0003 Fixed Asset Transaction Detail

FIN-FA-0004 Fixed Asset Replacement Forecast

FIN-FA-0005 Statement of Fixed Assets by Department and Unit
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Lesson Summary

In this lesson, you reviewed reports for Asset Management.

Check Your Progress

1. Toview a list of assets that have been purchased but a shell document has not been finalized yet,
use the report.

a. FAPR Purge Process Report
b. Pending Fixed Asset Shell Transactions by Department and Fund
c. Fixed Asset by Type — Detail

2. The following statements are true about the Fixed Asset by Type — Detail Report.

The Fixed Asset by Type — Detail Report groups assets by Fixed Asset Type.

Asset value and location are included on the Fixed Asset by Type — Detail Report.
Totals are generated for fixed asset type on the Fixed Asset by Type — Detail Report .
All of the above

a 0 T o
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Appendix

FIXED ASSET SHELL (FAS) PRE-POPULATED FIELDS

Table 5: FAS Pre-Populated Fields

Fields in FAS Document

Source

Header Tab / General Information Section

Document Total

Calculated field

Final Asset Value

Calculated field

Event Type

Defaults to FAO1

Header Tab / Composite Asset Information Section

Acquisition Date

Date Shell Generation Batch process run

Component Tab / Component General Information Section

Component Number Defaults to 0001
Commodity ProcureAZ
Units Defaults to 1.00000

Unit of Measure

Defaults to EA (Each)

Base Asset

Defaults to checked

Component Tab / Specifications Section

Manufacturer

ProcureAZ if provided

Commodity Specs

Property Number from ltems tab in
ProcureAZ, if provided

Commodity Tab / Acquisition Details Section

Acquisition Date

Date Shell Generation Batch process run

Vendor

ProcureAZ

Commodity Tab / Component Classification Section

Fixed Asset Classification

For shell generation process, defaults to
‘Normal'

Defaulted from COMM table in
Advantage, based on commodity code

Fixed Asset Type used in ProcureAZ
Defaults from FATP table in Advantage,
BSA based on Fixed Asset Type defaulted
Defaults from FATP table in Advantage,
OBSA based on Fixed Asset Type defaulted

Accum Depr BSA

Defaults from FATP table in Advantage,
based on Fixed Asset Type defaulted

Commodity Tab / Cost, Valuation & Depreciation Section

Component Total

Calculated field

Final Component Value

Calculated field
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Commodity Tab / FAPR Reference Section

PR Doc Code

ProcureAZ Interface

PR Doc Dept

ProcureAZ Interface

PR Doc ID

ProcureAZ Interface

PR Doc Vendor Line

ProcureAZ Interface

PR Doc Commodity Line

ProcureAZ Interface

Accounting Tab / General Information Section

Accounting Template

ProcureAZ if provided

Line Amount ProcureAZ
Funding Fiscal Year ProcureAZ
Funding Budget Fiscal Year ProcureAZ

Accounting / References Section

PO Doc Code

ProcureAZ Interface

PO Doc Dept Code

ProcureAZ Interface

PO Doc ID

ProcureAZ Interface

PO Doc Vendor Line

ProcureAZ Interface

PO Doc Commodity Line

ProcureAZ Interface

PO Doc Accounting Line

ProcureAZ Interface

PR Doc Code ProcureAZ Interface
PR Doc Dept Code ProcureAZ Interface
PR Doc ID ProcureAZ Interface

PR Doc Vendor Line

ProcureAZ Interface

PR Doc Commodity Line

ProcureAZ Interface

PR Doc Accounting Line

ProcureAZ Interface

Disb Doc Code

ProcureAZ Interface

Disb Doc Dept Code

ProcureAZ Interface

Disb Doc ID

ProcureAZ Interface

Disb Doc Vendor Line

ProcureAZ Interface

Disb Doc Accounting Line

ProcureAZ Interface

Accounting / Fund Accounting Section

Fund ProcureAZ
Sub Fund ProcureAZ if provided
Department ProcureAZ
Unit ProcureAZ
Sub Unit ProcureAZ if provided
Appr Unit ProcureAZ
Object ProcureAZ
Sub Object ProcureAZ if provided
Dept Object ProcureAZ if provided
Location ProcureAZ if provided

Sub Location

ProcureAZ if provided

283




AFIS | Asset Management

Activity ProcureAZ if provided
Sub Activity ProcureAZ if provided
Function ProcureAZ if provided

Sub Function

ProcureAZ if provided

Reporting

ProcureAZ if provided

Sub Reporting

ProcureAZ if provided

Task

ProcureAZ if provided

Sub Task ProcureAZ if provided
Task Order ProcureAZ if provided
Program ProcureAZ if provided
Phase ProcureAZ if provided

Program Period

ProcureAZ if provided
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Table 6: Required Fields for IT Equipment

Asset Tag

Number Fixed Asset Number
Unit Cost Component Total
N/A

Commodity

Number of Seats

Statistical Unit

Statistical UOM (select a
Statistical UOM of 'users',
'cpu’ or 'devices')

Lease Number

Debt ID

Comments

Data in the following fields:

Description 1 through 5,
Property Description and
Extended Description

Manufacturer
Name

Manufacturer

Version Name /
Number
(Software)

Product / Category

Model Name /
Number
(Hardware or
Software)

Model Number

Serial / License
Number

Serial Number

Acquisition Date

Acquisition Date

Status Acquisition Method
Location Location

Provided through rollup to
City Location Name

FA or FAS

Header Tab / General Information
Section

Component Tab (calculated as total
of accounting lines for each
component)

Component Tab / Component
General Information Section

Component Tab / Component
General Information Section

Component Tab / Component
General Information Section

Component Tab / Component
General Information Section

Component Tab / Specifications
Section

Component Tab / Specifications
Section

Component Tab / Specifications
Section

Component Tab / Specifications
Section

Component Tab / Acquisition Details
Section

Component Tab / Acquisition Details
Section

Component Tab / Component
Location Details Section

Component Tab / Component
Location Details Section
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Asset Group

Fixed Asset Group Category -
Defaults from FA Catalog

Fixed Asset Group - Defaults

Asset Type from FA Catalog
Asset Code Fixed Asset Catalog
N/A Useful life

Agency AFIS

Code Department

Sub Organization | Unit

Component Tab / Component
Classification Section

Component Tab / Component
Classification Section

Component Tab / Component
Classification Section

Component Tab / Component
Classification Section

Accounting Tab / Fund Accounting
Section

Accounting Tab / Fund Accounting
Section

FM Component Tab / Component
N/A Last Inventory Date Location / Condition Section
Maintenance Repair & Maintenance Type FRM Warrant - Repair and Maintenance
Type (if applicable) Tab / Repair & Maintenance Section
Maintenance Repair & Maintenance Warrant - Repair and Maintenance
Vendor Vendor Name (if applicable) Tab / Repair & Maintenance Section
Maintenance Total Cost of Repair & Warrant - Repair and Maintenance
Cost Maintenance (if applicable) Tab / Repair & Maintenance Section

FD Component Tab / Disposition Details

Disposition Date

Disposition Date

Disposition

Disposition Method

Section

Component Tab / Disposition Details
Section
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ANSWER KEYS

Below are answer keys for the Check Your Progress quizzes provided at the end of each lesson.

Lesson 2

1. a.True. Thresholds and Commodity code setup determine when a purchase is deemed a Fixed
Asset. See Component 2.1 Fixed Asset Lifecycle.

2. b. FAS. An FAS document is created automatically through the Shell Generation job. See Component
2.3 Manual FA vs. FA Shell.

3. a.True. The Fixed Asset History journal provides a historical look at the asset over the course of its

life cycle. See Component 2.4 Fixed Asset Tables and Inquiries.

Lesson 3

1. c. All of the Above. See Component 3.1 Fixed Asset Setup and Threshold.
2. d. All of the Above. See Component 3.2 Fixed Asset Shell Generation Process.

3. b. False. Users can also view the Fixed Asset Shell’s corresponding disbursement document by
clicking Disbursement Lines from the FAPR Accounting Lines page. See Component 3.3 Researching a
Fixed Asset Shell document.

4. a.True. See Component 3.2 Fixed Asset Shell Generation Process.

Lesson 4
1. a.True
2. a.True

3. d.a.andb. only. The Fixed Asset Catalog categorizes the type of Commodity used and is not specific
to only memo assets.

4. b. False. The default option is Multi Shell.

Lesson 5

1. a. FRM. See Component 5.3 Capture Warranty, Labor and Material Costs
2. a. True. See Component 5.2 Simple Modification
3. a. True 5.4. Modify Asset Value

4. a. True 5.5. Cancel a Fixed Asset

Lesson 6

1. b. False.

2. d.FS. See Component 6.4 Create Fixed Asset Internal Sale Document.
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3. a.True. See Component 6.1 Fixed Asset Transfer.

Lesson 7

1. a.True. See Component 7.1 Mass Depreciation Process.

2. b. Equipment. The others (Construction in Progress, Land and Development in Progress) are not
depreciated. See Component 7.1 Mass Depreciation Process.

3. c. FE (Manual Depreciation). See Component 7.2 Manual Depreciation State Process Overview.

4. d. All of the Above. See Component 7.3 Researching Depreciation Documents.

Lesson 8

1. a.True.See Component 8.1 Asset Disposition with SPMO Approval State Process Overview.
2. a.True. See Component 8.1 Asset Disposition with SPMO Approval State Process Overview.
3. b. Fixed Asset Disposition Method (FADM) table. See Component 8.1 Asset Disposition with SMO P

Approval State Process Overview.

Lesson 9

1. c. FX. See Component 9.3 Review Construction Work in Progress Documents.

2. b. False. The Program Asset Generation batch job automatically creates and submits the Fl and FX
documents to update the information related to the Construction in Progress asset. See Component
9.3 Review Construction Work in Progress Documents.

3. b. False. The FACPER table is automatically updated by the Program Asset Generation batch job. The
user should navigate to the FACPA and FACPAD tables to update the asset’s final attributes. See
Component 9.3 Review Construction Work in Progress Documents.

Lesson 10

1. b. DebtID. See Component 10.1 Lease Overview.
2. a.True. See Component 10.3 Lease Setup (LEASES) Document Components.

3. b. False. See Component 10.3 Lease Setup (LEASES) Document Components.

Lesson 11

1. b. Pending Fixed Asset Shell Transactions by Department and Fund. See Component 11.1 Reports.
2. d. All of the above. See Component 11.1 Reports.
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